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Consumer Information 
Minnesota State University Moorhead makes available or distributes the following information to all 
students, employees, prospective employees: 
1. Academic policies and procedures: The University's academic policies may be found in the 
University Bulletin (catalog) and Student Handbook. Information on Academic policies and 
procedures may be obtained at the offices of Academic Affairs, Student Affairs, Admissions, 
Records, and Financial Aid. 
2. Campus Security Report: The purpose of the report is to inform the campus of campus crime 
prevention programs, crime reporting procedures, emergency response and a three-year history of 
criminal activity on campus. A copy of the Campus Security Report is mailed annually to students 
and employees, and is available from the offices of Admissions, Security, Student Affairs, and 
Human Resources. Prospective students and employees may call (1-800-593-7246) to obtain copies. 
3. Drug Free Workplace and Schools: The purpose of this policy is to set forth the University's policy 
regarding alcohol and other drug use, including unlawful drug use or abuse in the workplace in 
accordance with the Drug Free Workplace Act of 1988 (Public Law 100-690, Title V, Subtitle D), 
and Drug Free Schools and Communities Act Amendments of 1989 (Public Law 101-226). A copy 
of the Drug Free Workplace information is distributed in the class registration brochure and may be 
obtained from the Records Office or Health Center. 
4. Equity in Athletics Disclosure Act: The purpose of this information is to disclose athletic 
participation rates and financial data related to athletics. The report is available from the office of 
Admissions and Athletics. 
5. Family Educational Rights and Privacy Act (FERPA): The purpose of the Family Educational Rights 
and Privacy Act is to afford certain rights to students concerning their education records, the right to 
seek to have the records corrected, and the right to have some control over the disclosure of 
information from the records. The FERPA policy is included in the Student Handbook and 
additional information is available from the Records office. 
6. Financial Aid: The purpose of financial aid is to assist students with college-related expenses. 
Financial aid and scholarship information is available at the Office of Scholarships and Financial 
Aid. Information concerning financial aid refund and repayment policies are included in the Student 
Handbook and may be obtained in the Financial Aid and Business offices. 
7. Student Right to Know: The purpose of this information is to disclose annual student completion 
and graduation rates, including graduation rates for student athletes. This report is available at the 
offices of Admissions and Athletics. 
Minnesota State University Moorhead is committed to a policy of nondiscrimination in employment and education 
opportunity. No person shall be discriminated against in terms and conditions of employment, personnel practices, 
or access to and participation in, programs, services, and activities with regard to race, sex, color, creed, religion, 
age, national origin, disability, marital status, status with regard to public assistance, sexual orientation, or 
membership or activity in a local commission as defined by law. I:1quiries regarding compliance should be referred 
to Barb Seiler, Affirmative Action Officer (218) 236-2229 (Voice). 
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Organization 
This handbook is a revision of the Minnesota State University Moorhead Faculty 
Handbook published in 1992. While every attempt has been made to provide 
current information as of the fall of 2002, it is inevitable that some information 
will change with time. In any cases where information is not in agreement with 
the laws of the State of Minnesota or the various collective bargaining 
agreements, the latter take precedence. 
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HISTORY OF MSUM: 
MOORHEAD NORMAL TO MINNESOTA STATE UNIVERSITY MOORHEAD 
Moorhead State Normal School 
In 1885, State Senator Solomon G. Comstock introduced legislation to begin a normal school. 
He felt "it would be a fine thing for the Red River Country and especially for Moorhead." 
Comstock's donation of six acres of land ensured the Legislature's selection of Moorhead for a 
normal school , and soon $60,000 was appropriated for the Main Building. Senator Comstock's 
"fine thing" would earn him the title, "father of the college." Five faculty members, including the 
school's first president, Livingston Lord, enrolled 29 students in August 1888. It was a simple 
time, but also a time of growth. Nearly 350 students enrolled in 1904 with expansion a high 
priority. 
Moorhead State Teachers College 
In 1921 , the need for high school teachers Jed the state Legislature to authorize the awarding of a 
bachelor of science degree equipped for the education of teachers from !Ondergarten through high 
school. The school earned the name Moorhead State Teachers College. Enrollment increased 
until the Depression hit in 1929. MSTC was struck by fire in 1930, and all student records were 
destroyed. All that remained were 25,000 books in ashes and a stark shell. But classes resumed 
within the week, and by 1932 a new administration building was erected, the "birth of the greater 
MSTC." The end of World War II saw returning Gis swarm to campus, swelling enrollment and 
increasing the numbers of students who did not wish to become teachers. In 1946, this change 
Jed the State Teachers College Board to grant a bachelor of arts degree in addition to the bachelor 
of science degree. 
Moorhead State College 
During the 1950s, the college experienced strong development in the liberal arts and professional 
curricula. Because of that increasing diversity and breadth of purpose, the institution became 
Moorhead State College in 1957. Growth was constant during the late 50s and 60s. Cooperation 
was a goal, with the development of Project E-Quality (now Minority Student Affairs) ma!Ong 
the college one of the first in the region to have such a plan. Further cooperation among colleges 
was emphasized in 1969 with the creation of the Tri-College University--Concordia College, 
North Dakota State University, and Moorhead State. 
Moorhead State University 
In 1975, the state Legislature granted a new title to the college--Moorhead State University--
representing the expanded choice of more than 90 programs and majors. Enrollment reached a 
high of 9,200 full- and part-time students in fall 1990. Enrollment declined during the first half 
of the 1990s to 6,200 in 1996. Programs were broadened to include business and accounting, 
which attracted nearly one-fourth of MSU's majors. Moorhead State continued to emphasize its 
strong liberal arts preparation, and attracted more and more non-traditional students. 
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O r g a n i z a t i o n  
M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  
I n  1 9 9 8 ,  t h e  M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  B o a r d  o f  T r u s t e e s  a p p r o v e d  a  p o l i c y  
a u t h o r i z i n g  t h e  s e v e n  s t a t e  u n i v e r s i t i e s  t o  c h a n g e  t h e i r  n a m e s  i f  t h e y  w i s h e d  t o  d o  s o .  
A c c o r d i n g l y ,  a f t e r  c o n s u l t a t i o n  w i t h  s t u d e n t s ,  f a c u l t y ,  s t a f f ,  a n d  a l u m n i ,  M S U  P r e s i d e n t  R o l a n d  
B a r d e n  r e q u e s t e d  o f  t h e  M n S C U  B o a r d  t h e  c a m p u s ' s  f i f t h  n a m e  c h a n g e  t o  M i n n e s o t a  S t a t e  
U n i v e r s i t y  M o o r h e a d .  T h e  c h a n g e  w a s  a p p r o v e d  a n d  e f f e c t i v e  J u l y  1 ,  2 0 0 0 .  
M I S S I O N S  A N D  G O A L S  
M n S C U  S t a t e m e n t  o f  P u r p o s e  
T h e  M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  ( M n S C U )  s y s t e m  i s  t h e  s t a t e ' s  p r i m a r y  p r o v i d e r  
o f  p u b l i c  h i g h e r  e d u c a t i o n  a t  t h e  u n d e r g r a d u a t e  l e v e l ,  o f f e r i n g  t w o - a n d  f o u r - y e a r  a c a d e m i c  a n d  
o c c u p a t i o n a l  e d u c a t i o n  p r o g r a m s  a n d  s e l e c t  m a s t e r ' s  d e g r e e s .  T h e s e  e d u c a t i o n a l  o p p o r t u n i t i e s  
h e l p  p r e p a r e  s t u d e n t s  f o r  w o r k ,  l i f e ,  a n d  a d d i t i o n a l  e d u c a t i o n .  A l l  M n S C U  i n s t i t u t i o n s  p l a c e  
m a j o r  e m p h a s i s  o n  s e r v i c e  t o  M i n n e s o t a ,  p r o v i d i n g  a c c e s s  t o  q u a l i t y  e d u c a t i o n  t o  a l l  c i t i z e n s  
t h r o u g h o u t  t h e  s t a t e .  [ B o a r d  o f  T r u s t e e s  S t a t e m e n t  o f  P u r p o s e ,  2 / 2 1 / 9 6 ]  
M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  M i s s i o n  S t a t e m e n t  
I n t r o d u c t i o n  
M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  i s  o n e  o f  s e v e n  c o m p r e h e n s i v e  M i n n e s o t a  S t a t e  
U n i v e r s i t i e s  e s t a b l i s h e d  t o  p r o v i d e  t h e  c i t i z e n s  o f  M i n n e s o t a  a c c e s s  t o  q u a l i t y  e d u c a t i o n a l  
p r o g r a m s  a t  m o d e r a t e  c o s t .  M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d ' s  p r i m a r y  r e s p o n s i b i l i t y  i s  t o  
p r o v i d e  b a c c a l a u r e a t e  p r o g r a m s  t o  r e s i d e n t s  o f  n o r t h w e s t  a n d  w e s t  c e n t r a l  M i n n e s o t a .  T h r o u g h  
t u i t i o n  r e c i p r o c i t y  a g r e e m e n t s ,  t h e  U n i v e r s i t y  a l s o  p r o v i d e s  e d u c a t i o n a l  s e r v i c e s  t o  r e s i d e n t s  o f  
s e v e r a l  r e g i o n a l  s t a t e s  a n d  o n e  p r o v i n c e .  
M i s s i o n  
T h e  m i s s i o n  o f  M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  i s  t o  f o s t e r  e x c e l l e n c e  i n  t e a c h i n g  a n d  
l e a r n i n g .  T h e  U n i v e r s i t y  s t r i v e s  t o  p r o v i d e  a n  e d u c a t i o n a l  e n v i r o n m e n t  t h a t  s u p p o r t s  i n t e l l e c t u a l  
d e v e l o p m e n t ,  t h a t  w e l c o m e s  d i v e r s i t y ,  a n d  t h a t  d e v e l o p s  t h e  s k i l l s  a n d  t a l e n t s  o f  w o m e n  a n d  m e n  
s o  t h a t  t h e y  h a v e  t h e  c a p a c i t y  t o  l i v e  u s e f u l l y ,  a c t  r e s p o n s i b l y  a n d  b e  l e a r n e r s  a l l  t h e i r  l i v e s .  T h e  
a c a d e m i c  p r o g r a m s  a t  t h e  U n i v e r s i t y  a r e  f o u n d e d  u p o n  a  c o m m o n  l i b e r a l  s t u d i e s  e x p e r i e n c e  a n d  
e m p h a s i z e  d e v e l o p i n g  t h e  u n i q u e  t a l e n t s  o f  e a c h  p e r s o n .  T h e  U n i v e r s i t y  p r o v i d e s  
b a c c a l a u r e a t e - l e v e l  p r o g r a m s  i n  t h e  l i b e r a l  a r t s ,  n a t u r a l  a n d  s o c i a l  s c i e n c e s ,  t e a c h e r  e d u c a t i o n ,  
b u s i n e s s  a n d  t e c h n o l o g y ,  t h e  f i n e  a r t s ,  a n d  p r o f e s s i o n a l  a r e a s .  I t  p r o v i d e s  s e l e c t e d  g r a d u a t e  
p r o g r a m s  i n  r e s p o n s e  t o  r e g i o n a l  n e e d s .  
T h e  U n i v e r s i t y  e n c o u r a g e s  s c h o l a r l y  a n d  c r e a t i v e  e n d e a v o r s  t h a t  p r o m o t e  a  c o m m i t m e n t  b y  
f a c u l t y  a n d  s t u d e n t s  t o  t h e i r  d i s c i p l i n e s ,  t o  c o n t i n u i n g  p r o f e s s i o n a l  d e v e l o p m e n t ,  a n d  t o  
e x c e l l e n c e  i n  l e a r n i n g .  
T h e  U n i v e r s i t y  e n h a n c e s  t h e  q u a l i t y  o f  l i f e  o f  t h e  r e g i o n  w i t h  t h e  p r o f e s s i o n a l ,  c u l t u r a l ,  a n d  
r e c r e a t i o n a l  s e r v i c e s  o f f e r e d  b y  i t s  s t u d e n t s ,  f a c u l t y ,  a n d  s t a f f .  
Organization 4 
Aims 
1. To give the highest priority to continuous improvement in learning and teaching. 
2. To provide instruction at all levels that stimulates and promotes commitment to life-long 
learning and to open inquiry, that promotes development of higher order thinking skills 
and of multicultural, global and international perspectives. Further, to provide instruction 
that encourages and empowers students to contribute as educated, compassionate, and 
responsible citizens within their communities, states, nations and the world. 
3. To provide a strong liberal studies foundation for all undergraduate programs. 
4. To incorporate instruction in all majors that provides breadth and depth in the discipline 
as well as recognition of the ethical bases of that discipline. 
5. To provide instruction in graduate level programs that promotes increased depth in 
disciplinary or interdisciplinary studies and professional specialization. 
6. To ensure that academic programs are accessible to our diverse constituencies at 
moderate cost. 
7. To ensure a campus climate that embraces diversity and bases relationships on civility 
and tolerance and that acknowledges the perspectives of women, minorities and non-
western cultures. 
8. To provide higher education opportunities with appropriate support and encouragement 
for all students including international, nontraditional and traditionally under-represented 
groups. 
9. To provide support and encouragement for faculty development including scholarship, 
creative activity, research and public service that enriches the individual and the 
institution, and that promotes the educational and economic development of the service 
regiOn. 
10. To provide support personnel, facilities , and resources that enhance and complement the 
academic experience. 
11. To provide students a range of co-curricular and extra-curricular activities as well as 
opportunities related to community service and leadership as a means of developing 
social awareness and enhancing the quality of their lives and developing their potential to 
thrive in a changing world. 
12. To provide service to the region in the form of professional, academic and recreational 
activities, and, especially, to be a center of cultural activity for the region. 
[MSUM'S Board Approval , 3/30/94] 
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A D M I N I S T R A T I O N  
P r e s i d e n t  
D r .  R o l a n d  B a r d e n  w a s  a p p o i n t e d  P r e s i d e n t  o f  M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  b y  t h e  
S t a t e  U n i v e r s i t y  B o a r d  e f f e c t i v e  J u l y  1 ,  1 9 9 4 .  A s  P r e s i d e n t ,  h e  i s  c h i e f  e x e c u t i v e  o f f i c e r  o f  t h e  
U n i v e r s i t y  a n d  i s  r e s p o n s i b l e  f o r  a l l  a s p e c t s  o f  t h e  o p e r a t i o n  o f  t h e  i n s t i t u t i o n  a n d  f o r  i n s u r i n g  
t h a t  t h e  a f f a i r s  o f  t h e  U n i v e r s i t y  a r e  c o n d u c t e d  i n  a c c o r d a n c e  w i t h  a l l  r e l e v a n t  s t a t u t e s ,  r u l e s  o f  
a p p r o p r i a t e  s t a t e  a g e n c i e s ,  t h e  G o v e r n i n g  R u l e s ,  I n t e r n a l  R u l e s ,  S y s t e m  P o l i c i e s ,  S y s t e m  
A d m i n i s t r a t i v e  P r o c e d u r e s ,  a n d  U n i v e r s i t y  P o l i c i e s  a n d  P r o c e d u r e s .  H e  i s  r e s p o n s i b l e  f o r  
d e f i n i n g  a n d  a t t a i n i n g  t h e  m i s s i o n  a n d  g o a l s  o f  t h e  i n s t i t u t i o n  a n d  r e p r e s e n t i n g  t h e  U n i v e r s i t y  t o  
i t s  v a r i o u s  p u b l i c s  a n d  c o n s t i t u e n c i e s .  
T h e  p r e s i d e n t  i s  a s s i s t e d  i n  h i s  d u t i e s  a n d  r e s p o n s i b i l i t i e s  b y  t h r e e  v i c e  p r e s i d e n t s :  
V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
T h e  v i c e  p r e s i d e n t  i s  r e s p o n s i b l e  t o  t h e  p r e s i d e n t  f o r  i n s t r u c t i o n ,  c u r r i c u l u m ,  a n d  t h e  f a c u l t y .  
T h i s  i n c l u d e s  r e s p o n s i b i l i t y  f o r  t h e  e x a m i n a t i o n  o f  c u r r i c u l a r  o f f e r i n g s ,  t h e  s t a f f i n g  o f  a l l  t h e  
e d u c a t i o n a l  p r o g r a m s ,  a n d  r e c o m m e n d i n g  b u d g e t  a l l o c a t i o n s  f o r  a l l  t h e  e d u c a t i o n a l  p r o g r a m s .  
A c a d e m i c  p r o g r a m s  a n d  a d m i n i s t r a t i v e  u n i t s  r e p o r t i n g  t o  t h e  v i c e  p r e s i d e n t  i n c l u d e  t h e  f i v e  
a c a d e m i c  c o l l e g e s ,  a c a d e m i c  s u p p o r t  p r o g r a m s ,  g r a n t s  a n d  c o n t r a c t s ,  i n s t i t u t i o n a l  r e s e a r c h ,  
i n t e r n a t i o n a l  p r o g r a m s ,  a n d  r e g i s t r a r ' s  o f f i c e .  T h e  v i c e  p r e s i d e n t  i s  a s s i s t e d  b y  a n  a s s o c i a t e  
a c a d e m i c  v i c e  p r e s i d e n t .  D r .  B e t t e  M i d g a r d e n  i s  t h e  c u r r e n t  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
( O w e n s  2 0 5 ,  p h o n e  2 3 6 - 2 7 6 5 ) .  
V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  
T h e  v i c e  p r e s i d e n t  i s  r e s p o n s i b l e  t o  t h e  p r e s i d e n t  f o r  l e a d e r s h i p  a n d  m a n a g e m e n t  i n  a r e a s  o f  
l o n g - r a n g e  p l a n n i n g  f o r  c a m p u s  f a c i l i t i e s ,  m a n a g e m e n t  o f  b u i l d i n g s  a n d  v e h i c l e s ,  b o o k s t o r e ,  
d e l i v e r y / r e c e i v i n g ,  p a r k i n g ,  s a f e t y  a n d  s e c u r i t y  o f  l i f e  a n d  p r o p e r t y ,  t e l e p h o n e  a n d  p o s t a l  
s e r v i c e s ,  c o m p u t e r  s e r v i c e s ,  H u m a n  R e s o u r c e s ,  a n d  a l l  b u s i n e s s  a n d  f i n a n c i a l  o p e r a t i o n s  o f  t h e  
u n i v e r s i t y .  D r .  D a v i d  C r o c k e t t  i s  t h e  c u r r e n t  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  ( O w e n s  
2 0 8 ,  p h o n e  2 3 6 - 2 0 7 0 ) .  
V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
T h e  v i c e  p r e s i d e n t  r e p o r t s  t o  t h e  p r e s i d e n t  a n d  h a s  o v e r a l l  r e s p o n s i b i l i t y  f o r  s t u d e n t  d e v e l o p m e n t  
a n d  l i f e  o n  t h e  u n i v e r s i t y  c a m p u s .  S p e c i f i c  d e p a r t m e n t s  t h a t  r e p o r t  t o  t h e  v i c e  p r e s i d e n t  i n c l u d e  
C o u n s e l i n g ,  F i n a n c i a l  A i d ,  H o u s i n g  a n d  S e c u r i t y ,  C a r e e r  a n d  P l a c e m e n t  S e r v i c e s ,  S t u d e n t  
D e v e l o p m e n t ,  H e a l t h  C e n t e r ,  I n t e r c o l l e g i a t e  A t h l e t i c s ,  S t u d e n t  U n i o n ,  a n d  F o o d  S e r v i c e s .  T h e  
v i c e  p r e s i d e n t  a l s o  h a s  p r o g r a m m a t i c  r e s p o n s i b i l i t y  f o r  t h e  N e w  S t u d e n t  O r i e n t a t i o n ,  M i n o r i t y  
S t u d e n t  A f f a i r s ,  D i s a b l e d  S t u d e n t  S e r v i c e s ,  C a m p u s  D i s c i p l i n e ,  I n t e r n a t i o n a l  S t u d e n t  P r o g r a m ,  
S t u d e n t  A c t i v i t i e s / O r g a n i z a t i o n s ,  e n r o l l m e n t  m a n a g e m e n t ,  t h e  W o m e n ' s  C e n t e r ,  a n d  C u l t u r a l  
D i v e r s i t y .  T h e  v i c e  p r e s i d e n t  i s  a d v i s o r  t o  t h e  S t u d e n t  S e n a t e .  T h e  c u r r e n t  V i c e  P r e s i d e n t  f o r  
S t u d e n t  A f f a i r s  i s  W a r r e n  W e i s e  ( O w e n s  2 0 6 ,  p h o n e  2 3 6 - 2 1 7 1 ) .  
Organization 6 
Academic Deans 
As administrative head of a college, the academic dean plays a leading role in the development of 
the academic program. The dean is responsible for the faculty of the college and reports to the 
vice president for academic affairs. The dean, with the assistance of department chairpersons and 
program directors, coordinates the assignment of classroom space, prepares class schedules, 
develops recruiting procedures, and is responsible for budget preparation and control. The dean 
also prepares recommendations on faculty appointments, salaries, promotions, and retention. 
Department Chairpersons and Program Directors 
These individuals serve as the administrative coordinators of their academic programs and, 
working closely with their faculty, provide leadership in the development of other policies and 
procedures. They are responsible for the efficient management of their programs. 
ALUMNI FOUNDATION 
Incorporated in 1970, the MSU Foundation served as the umbrella for all development and fund-
raising programs of the University. In 1996, the Foundation merged with the MSU Alumni 
Association, which had been incorporated in 1930. Headed by a 30-member board comprised of 
business and professional leaders and alumni, the Alumni Foundation coordinates all MSUM 
fund raising, grants, scholarships, and provides services to the University, its students and 
alumni. 
All graduates or former students who have attended MSUM for at least one year may be 
members of the Alumni Association. The Executive Director of the Alumni Foundation is Doug 
Hamilton. Activities of the board are carried out by the staff of the Alumni and Foundation 
office, Owens 202, phone 236-2556 or 236-3265. 
CAREER SERVICES 
Career services available at no cost to all students and alumni include career advising and 
planning; job search counseling; internship information; interview, resume, and job search 
workshops; letter and resume critiques; and use of resource room materials. Seniors are 
encouraged to register with the office two semesters prior to graduation in order to receive the 
vacancy lists, interview on campus with scheduled employers and create a reference (credential) 
file. In order to receive these services at no cost, one must complete the appropriate forms and 
return them to Career and Placement Services prior to graduation. Those registering after the 
date of their graduation and alumni are charged a $25 annual registration fee for these services. 
Additional fees are charged when more than 10 sets of credentials have been prepared in one 
service year and when credentials are requested from an inactive file. The office is located in 
Comstock Memorial Union 114, phone 236-2131. 
[M&C 5/15/92] 
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C O U N S E L I N G  A N D  P E R S O N A L  G R O W T H  C E N T E R  
T h e  C o u n s e l i n g  a n d  P e r s o n a l  G r o w t h  C e n t e r  p r o v i d e s  a  s e t t i n g  w h e r e  s t u d e n t s  m a y  d i s c u s s  
p e r s o n a l  o r  a c a d e m i c  c o n c e r n s .  T h e  C o u n s e l i n g  C e n t e r  s t a f f  a s s i s t s  s t u d e n t s  w i t h  t h e i r  
d e v e l o p m e n t  i n  s u c h  a r e a s  a s  c a r e e r  a n d  e d u c a t i o n a l  p l a n n i n g ,  p e r s o n a l  a n d  s o c i a l  a d j u s t m e n t ,  
a n d  s t u d y  s k i l l s  i m p r o v e m e n t .  C o u n s e l i n g  C e n t e r  s e r v i c e s  i n c l u d e  i n d i v i d u a l  c o u n s e l i n g ,  l i f e  
s k i l l s  c l a s s e s ,  c a r e e r  a n d  p e r s o n a l i t y  t e s t i n g ,  s u p p l e m e n t a l  i n s t r u c t i o n ,  f r e e  p e e r  t u t o r i n g ,  c o n f l i c t  
n e g o t i a t i o n  s e r v i c e s ,  s t u d y  s k i l l s  p r o g r a m s ,  s p e c i a l  p r o g r a m s  f o r  r e t u r n i n g  a d u l t  s t u d e n t s ,  a n d  a  
c o m p r e h e n s i v e  c a r e e r  l i b r a r y  c o n t a i n i n g  c u r r e n t  c a r e e r  a n d  e d u c a t i o n a l  i n f o r m a t i o n  a n d  r e l a t e d  
c o m p u t e r  s o f t w a r e .  Q u e s t i o n s  o r  r e q u e s t s  f o r  s e r v i c e s  s h o u l d  b e  d i r e c t e d  t o  t h e  C o u n s e l i n g  a n d  
p e r s o n a l  G r o w t h  C e n t e r ,  B r i d g e s  2 6 0 ,  ( 2 1 8 )  2 3 6 - 2 2 2 7 .  
I N F O R M A T I O N  T E C H N O L O G Y  
T h e  I n f o r m a t i o n  T e c h n o l o g y  d e p a r t m e n t  i s  l o c a t e d  o n  t h e  s e c o n d  f l o o r  o f  L i v i n g s t o n  L o r d  
L i b r a r y  a n d  p r o v i d e s  c o m p u t e r  s e r v i c e  t o  t h e  c a m p u s .  S e r v i c e s  i n c l u d e  d a t a  e n t r y ,  s y s t e m  d e s i g n  
a n d  p r o g r a m m i n g ,  i n d i v i d u a l  a n d  g r o u p  t r a i n i n g ,  t e s t  g e n e r a t i o n  a n d  s c o r i n g ;  c o m p u t e r  
i n s t a l l a t i o n  a n d  r e p a i r ,  a n d  s t a t i s t i c a l  a n a l y s i s .  C o m p u t e r  l a b s  a r e  l o c a t e d  i n  v a r i o u s  c a m p u s  
b u i l d i n g s .  C a m p u s  c o m p u t e r  e q u i p m e n t  i n c l u d e s  m i c r o c o m p u t e r s ,  w o r k s t a t i o n s ,  m i n i c o m p u t e r s ,  
a n d  a c c e s s  t o  m a i n f r a m e  a n d  s u p e r c o m p u t e r s .  B i t N e t  a n d  T e l n e t  e l e c t r o n i c  m a i l  s e r v i c e  i s  
a v a i l a b l e  t o  f a c u l t y .  U s e  o f  t h e  e q u i p m e n t  i s  r e s t r i c t e d  t o  M S U M  f a c u l t y ,  s t a f f ,  a n d  s t u d e n t s .  
F a c u l t y ,  s t a f f ,  a n d  s t u d e n t s  a r e  e l i g i b l e  t o  p u r c h a s e  c o m p u t e r s  f r o m  s e l e c t e d  v e n d o r s  t h r o u g h  t h e  
c a m p u s  c o m p u t e r  s t o r e  w h i c h  i s  l o c a t e d  i n  t h e  M S U M  B o o k s t o r e .  F o r  a d d i t i o n a l  i n f o r m a t i o n ,  
c a l l  t h e  I n f o r m a t i o n  T e c h n o l o g y  d e p a r t m e n t  a t  2 3 6 - 2 6 0 3  o r  t h e  C o m p u t e r  S t o r e ,  2 3 6 - 5 9 1 5 .  
I N S T R U C T I O N A L  M E D I A  
T h e  I n s t r u c t i o n a l  M e d i a  C e n t e r s  a r e  l o c a t e d  i n  t h e  L i b r a r y  a n d  W e l d  H a l l .  T h e  C e n t e r  i n  t h e  
L i b r a r y  p r o v i d e s  r e n t a l s  o f  i n s t r u c t i o n a l  f i l m s  a n d  v i d e o t a p e s  f r o m  a  v a r i e t y  o f  s o u r c e s ;  b o o k i n g s  
f o r  f i l m s  a n d  t a p e s  f r o m  t h e  T r i - C o l l e g e  U n i v e r s i t y  F i l m  L i b r a r y ;  p r o d u c t i o n  o f  s l i d e s ,  
t r a n s p a r e n c i e s ,  p o s t e r s ,  s i g n s  a n d  p h o t o g r a p h s .  T h e  M e d i a  C e n t e r  i n  W e l d  H a l l  p r o v i d e s  a u d i o -
v i s u a l  e q u i p m e n t  l o a n  a n d  r e p a i r ,  v i d e o t a p e  p r o d u c t i o n ,  a n d  C C T V  d i s t r i b u t i o n  o f  v i d e o t a p e d  
p r e s e n t a t i o n s .  
F o r  a d d i t i o n a l  i n f o r m a t i o n  c o n c e r n i n g  a u d i o - v i s u a l  s e r v i c e s  c a l l  2 3 6 - 2 2 9 5 ;  f o r  i n f o r m a t i o n  
c o n c e r n i n g  t e l e v i s i o n  s e r v i c e s  c a l l  2 3 6 - 2 2 3 3 .  
I N S T R U C T I O N A L  R E S O U R C E S  
T h e  l i b r a r y  s t a f f  e n c o u r a g e s  a n  a c t i v e  a n d  c o n t i n u i n g  e x c h a n g e  b e t w e e n  l i b r a r y  a n d  c l a s s r o o m  
f a c u l t y .  C l a s s r o o m  i n s t r u c t i o n  i n  t h e  u s e  o f  l i b r a r y  m a t e r i a l s  w i l l  b e  p r e s e n t e d  u p o n  r e q u e s t .  
B o o k s  a r e  c i r c u l a t e d  t o  f a c u l t y  m e m b e r s  o n  a  r e n e w a l  b a s i s .  P e r i o d i c a l s  a r e  c i r c u l a t e d  t o  f a c u l t y  
m e m b e r s  f o r  s h o r t  p e r i o d s  u p o n  r e q u e s t .  I n t e r l i b r a r y  l o a n  c o o p e r a t i o n  i n  t h e  T r i - C o l l e g e  
U n i v e r s i t y  L i b r a r y  C o n s o r t i u m  a n d  M I N I T E X ,  t h e  s t a t e  l i b r a r y  n e t w o r k ,  m a k e  t h e  c o l l e c t i o n s  o f  
o t h e r  l i b r a r i e s  r e a d i l y  a v a i l a b l e .  
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Materials may be recommended for purchase to support instruction. Material requests should be 
submitted through the departmental representative on the approved order form. Books may be 
placed in the reserve book collection by filling out a form available at the circulation desk. The 
Guide to Media Services, published annually, includes detailed information about these and other 
library services. For more information about library services call 236-2922, or consult our web 
page. 
Placing Materials on Reserve 
Materials such as books, audio or video tapes, computer disks, or articles should be placed on 
"reserve" for classes when anticipated demand for an item suggests that its use must be restricted. 
Library experience has been that only REQUIRED materials, rather than optional or 
supplementary, are used. Materials to be placed on reserve must be received at least five (5) 
business days prior to the time they will be used. Materials are processed on a first-come, first-
served basis. After the beginning-of-the-term rush is over, the library is able to provide same-day 
or next-day service Monday through Friday if materials are submitted in the morning. No 
material is processed on the weekend, and Monday mornings tend to be very busy. 
The Reserve charge out process is automated requiring that a barcode be attached to all materials. 
If personal materials will be damaged by a barcode attachment, the faculty member should 
request that a removable barcode be attached. 
To place materials on Reserve: 
1. Take the books or other materials, both Library and personal copies, to the 
Circulation/Reserve Desk in the Library. Please check personal copies for any loose or 
missing pages and photocopies for the quality of print. If the material to be placed on 
reserve has already been barcoded, please do not remove the barcodes or labels. 
2. Fill out a Reserve Request List which is available at the Reserve Desk. If photocopies are 
placed on reserve, the copyright reminder MUST be signed before we begin processing 
them. 
3. Give the form and the materials to one of the Circulation/Reserve staff. 
All materials will be taken off reserve status during semester break UNLESS OTHER 
INSTRUCTIONS ARE GIVEN. Total usage of reserve items is reported to the faculty member 
when materials come off reserve to aid in evaluation of your course and planning for the future. 
Questions should be directed to Kay Erickson at 236-2342. 
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M A T H  L E A R N I N G  C E N T E R  
T h e  M a t h e m a t i c s  L e a r n i n g  C e n t e r ,  l o c a t e d  i n  M a c L e a n  2 7 6 ,  o f f e r s  d r o p  i n  t u t o r i n g  f o r  s t u d e n t s  
e n r o l l e d  i n  E l e m e n t a r y  A l g e b r a  ( M a t h  0 9 0 ) ,  I n t e r m e d i a t e  A l g e b r a  ( M a t h  0 9 9 ) ,  a n d  C o l l e g e  
A l g e b r a  ( M a t h  1 2 7 ) .  T h e  M a t h e m a t i c s  L e a r n i n g  C e n t e r  i s  o p e n  s i x  h o u r s  a  d a y ,  f o u r  d a y s  a  
w e e k  a n d  h a s  f o u r  t o  s i x  t u t o r s  o n  s t a f f .  T h e  C e n t e r  a l s o  h a s  t i m e s  a v a i l a b l e  f o r  g e n e r a l  t u t o r i n g .  
T h e  d a i l y  s c h e d u l e  i s  a v a i l a b l e  o n  t h e  w e b  a t  
h t t p : / / w w w .  m n s t a t e . e d u / r a t h / m a t h l e a r n i  n g c e n t e r / m a t h l e a r n i  n  g c e n t e r  . h t m  .  
M E D I A  O N - C A M P U S  
C a m p u s  N e w s  i s  a  t e l e v i s i o n  p r o g r a m  p r o d u c e d  w e e k l y  d u r i n g  t h e  a c a d e m i c  y e a r  o f f e r i n g  
s t u d e n t s  a n  o p p o r t u n i t y  t o  l e a r n  a b o u t  t e l e v i s i o n  n e w s  w r i t i n g ,  r e p o r t i n g ,  p h o t o g r a p h y ,  e d i t i n g  
a n d  p r o d u c i n g .  T h e  p r o g r a m  i s  b r o a d c a s t  e a c h  w e e k  o n  P r a i r i e  P u b l i c  T e l e v i s i o n  a n d  f e a t u r e s  
r e p o r t s  f r o m  M S U M  a n d  f r o m  u n i v e r s i t i e s  a r o u n d  t h e  c o u n t r y .  F o r  d e t a i l s  c o n t a c t  t h e  M a s s  
C o m m u n i c a t i o n s  D e p a r t m e n t  a t  2 3 6 - 2 9 8 3 .  
K M S C ,  6 5 0  A M ,  i s  t h e  u n i v e r s i t y ' s  s t u d e n t  m a n a g e d  a n d  o p e r a t e d  r a d i o  s t a t i o n  o f f e r i n g  a  v a r i e t y  
o f  m u s i c ,  n e w s  a n d  p u b l i c  a f f a i r s  p r o g r a m m i n g .  H a n d s - o n  e x p e r i e n c e  i s  p r o v i d e d  i n  v i r t u a l l y  a l l  
f a c e t s  o f  r a d i o ,  i n c l u d i n g  p r o g r a m m i n g ,  s a l e s ,  e n g i n e e r i n g ,  m a n a g e m e n t  a n d  o n - a i r  w o r k .  
S t u d i o s  a r e  l o c a t e d  o n  t h e  l o w e r  l e v e l  o f  C o m s t o c k  M e m o r i a l  U n i o n .  F o r  a d d i t i o n a l  i n f o r m a t i o n  
c a l l  2 3 6 - 2 1 1 6 .  [ M & C  5 / 1 5 / 9 2 ]  
N E W  C E N T E R  F O R  M U L T I D I S C I P L I N A R Y  S T U D I E S  
E s t a b l i s h e d  i n  1 9 7 2 ,  t h e  N e w  C e n t e r  f o r  M u l t i d i s c i p l i n a r y  S t u d i e s  i s  a n  a l t e r n a t i v e  a c a d e m i c  
e n t r y  p r o g r a m  f o r  s t u d e n t s  w h o  d o  n o t  f u l l y  m e e t  t h e  U n i v e r s i t y ' s  a d m i s s i o n  s t a n d a r d s ,  b u t  
o t h e r w i s e  s h o w  p o t e n t i a l  f o r  c o l l e g i a t e  s u c c e s s .  T h e  N e w  C e n t e r ' s  m i s s i o n - - l i k e  t h e  U n i v e r s i t y ' s  
m i s s i o n - - i s  t o  p r o v i d e  c o l l e g e - l e v e l  e d u c a t i o n a l  e x p e r i e n c e s  g r o u n d e d  i n  l i b e r a l  s t u d i e s ,  e n a b l i n g  
s t u d e n t s  t o  i n t e g r a t e  k n o w l e d g e ,  s k i l l s  a n d  v a l u e s .  A d d i t i o n a l l y ,  s t u d e n t s  a t  t h e  N e w  C e n t e r  a r e  
e n c o u r a g e d  a n d  a s s i s t e d  t o  i d e n t i f y  g o a l s  a n d  t o  a s s e s s  t h e i r  s t r e n g t h s  i n  o r d e r  t o  m a k e  i n f o r m e d  
c h o i c e s  a b o u t  d e g r e e s  o r  o t h e r  a l t e r n a t i v e s .  S t u d e n t s  w h o  a r e  a d m i t t e d  t o  t h e  N e w  C e n t e r  
d e m o n s t r a t e  p o t e n t i a l  t o  s u c c e e d  i n  c o l l e g e  b u t  m o s t  o f t e n  w o u l d  b e  e x c l u d e d  f r o m  M S U M  b y  
t h e  U n i v e r s i t y ' s  s e l e c t i v e  a d m i s s i o n  r e q u i r e m e n t s .  
A d m i s s i o n  t o  M S U M  i s  n o r m a l l y  o p e n  t o  s t u d e n t s  w h o  r a n k  i n  t h e  u p p e r  h a l f  o f  t h e i r  h i g h  
s c h o o l  c l a s s  o r  a c h i e v e  a  s a t i s f a c t o r y  t e s t  s c o r e  ( E n h a n c e d  A C T - 2 1 ,  A C T - 2 0 ,  P S A T - 9 0 ,  o r  S A T -
9 0 0 ) .  S t u d e n t s  n o t  m e e t i n g  t h e s e  a d m i s s i o n  s t a n d a r d s  a r e  i n v i t e d  t o  a p p l y  f o r  a d m i s s i o n  t o  
M S U M  t h r o u g h  t h e  c o m m u n i t y  o f  l e a r n e r s  a t  t h e  N e w  C e n t e r .  P r o s p e c t i v e  s t u d e n t s  m u s t  s u b m i t  
a d d i t i o n a l  e v i d e n c e  d e m o n s t r a t i n g  m o t i v a t i o n ,  a b i l i t y  a n d  p o t e n t i a l  t o  s u c c e e d  a s  a  u n i v e r s i t y  
s t u d e n t .  T h i s  e v i d e n c e  i s  t h e n  e v a l u a t e d  b y  t h e  A d m i s s i o n s  O f f i c e .  F o r  m o r e  i n f o r m a t i o n  c a l l  
( 2 1 8 )  2 3 6 - 2 9 5 4 .  T h e  N e w  C e n t e r  i s  l o c a t e d  i n  M u r r a y  C o m m o n s ,  o n  t h e  M S U M  c a m p u s .  
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NONDISCRIMINATION/AFFIRMATIVE ACTION ASSURANCE 
Affirmative Action assurance is more than a lawful requirement. It demonstrates the sincere 
commitment of the University to assure that all people are included in the diversity that makes 
MSUM an exciting place. 
MSUM is committed to a policy of nondiscrimination in employment and education opportunity. 
No person shall be discriminated against in terms and conditions of employment, personnel 
practices, or access to and participation in, programs, services, and activities with regard to race, 
sex, color, creed, religion, age, national origin, disability, marital status, status with regard to 
public assistance, sexual orientation, or membership or activity in a local commission as defined 
by law. 
MSUM is committed to nondiscrimination, not only because it's required, but because MSUM's 
guiding principles rest in the belief that all persons are vital and contributing members of the 
University community. 
MSUM policy is printed in the Administrative Policies and Procedures section of this Handbook. 
Inquiries concerning application of this policy should be directed to Barbara Seiler, Affirmative 
Action Officer, Minnesota State University Moorhead, Moorhead, MN 56563, telephone (218) 
236-2229 (Voice). 
PHYSICAL PLANT 
The operations of the Physical Plant are under the Director of Facilities Management and include 
the maintenance and repair of existing buildings, systems and grounds, issuance of keys, 
administration of the parking rules and regulations, energy conservation, motor pool, safety, and 
security of buildings and state-owned property. [M&C 5/15/92] 
PRINTING AND DUPLICATION SERVICES 
Printing Services is located in Flora Frick 156 and combines traditional printing with the latest in 
high-speed copying and digital imaging technologies. 
Some services that are offered include: 
• 1 to 4-color copying and printing on Xerox Copiers and Presses up to 17" x 22". 
• Designing (use outside the classroom requires the design to comply with campus publication 
standards), copying/printing of posters, cards, note cards, certificates, tickets, forms, logos, 
advertisements, letterhead, envelopes (various sizes), programs, pocket folders, invitations, 
brochures and booklets. 
• Copying of classroom materials, syllabi, exams, programs, posters, forms, books. 
• Copying of study guides and books to be sold in The Bookstore. 
• Business cards for faculty and staff (compliments of Printing Services). 
For additional information call 236-2099. 
1 1  
O r g a n i z a t i o n  
P U B L I C A T I O N S  
U n i v e r s i t y  p u b l i c a t i o n s  a r e  c o o r d i n a t e d  t h r o u g h  t h e  P u b l i c a t i o n s  O f f i c e  w i t h  o t h e r  u n i v e r s i t y  
o f f i c e s  a n d  d e p a r t m e n t s .  T h e  P u b l i c a t i o n s  O f f i c e  a p p r o v e s  a n d  s c h e d u l e s  t h e  p r o d u c t i o n  o f  a l l  
u n i v e r s i t y  p r i n t e d  m a t e r i a l s .  W r i t i n g ,  e d i t i n g ,  p h o t o g r a p h i c  a n d  g r a p h i c  d e s i g n  s e r v i c e s  a r e  
a v a i l a b l e  t h r o u g h  t h i s  o f f i c e .  
C o n t i n e w s  i s  t h e  u n i v e r s i t y ' s  w e e k l y  n e w s l e t t e r  p u b l i s h e d  d u r i n g  t h e  a c a d e m i c  y e a r .  S u p e r v i s e d  
b y  t h e  N e w s  D i r e c t o r ,  i t  i n f o r m s  t h e  c a m p u s  c o m m u n i t y  a b o u t  f a c u l t y ,  s t a f f  a n d  s t u d e n t  
a c h i e v e m e n t s  a n d  g r o u p  e v e n t s ,  a s  w e l l  a s  i n f o r m a t i o n  a n d  i s s u e s  o f  g e n e r a l  i n t e r e s t  t o  t h e  
c a m p u s .  N e w s  i t e m s  m u s t  b e  s u b m i t t e d  b y  F r i d a y  n o o n  b e f o r e  t h e  W e d n e s d a y  p u b l i c a t i o n ,  t o  t h e  
P u b l i c a t i o n s  O f f i c e ,  B o x  3 2 4  o r  F l o r a  F r i c k  1 5 4 .  
T h e  C a m p u s  D i r e c t o r y ,  l i s t i n g  n a m e s ,  a d d r e s s e s  a n d  t e l e p h o n e  n u m b e r s  o f  s t u d e n t s ,  f a c u l t y  a n d  
s t a f f ,  i s  p u b l i s h e d  i n  t h e  f a l l .  T h e  i n f o r m a t i o n  f o r  t h e  D i r e c t o r y  i s  d u p l i c a t e d  f r o m  c o m p u t e r  
l i s t i n g s ,  t h e r e f o r e ,  s t u d e n t s ,  f a c u l t y  a n d  s t a f f  a r e  r e s p o n s i b l e  f o r  g e t t i n g  c o r r e c t  i n f o r m a t i o n  t o  t h e  
R e g i s t r a r ' s  O f f i c e  w i t h i n  f o u r  w e e k s  o f  t h e  f a l l  s e m e s t e r .  I f  s t u d e n t s  d o  n o t  w i s h  t o  h a v e  t h e i r  
n a m e s  i n c l u d e d  i n  t h e  s t u d e n t  d i r e c t o r y ,  t h e y  m u s t  i n f o r m  t h e  R e g i s t r a r ' s  O f f i c e .  
A l u m n e w s  i s  t h e  o f f i c i a l  p u b l i c a t i o n  o f  t h e  M S U M  A l u m n i  A f f a i r s  O f f i c e .  I t ' s  s e n t  e a c h  s e m e s t e r  
t o  a l l  a l u m n i  a n d  f r i e n d s  o f  t h e  U n i v e r s i t y ,  a n d  f e a t u r e s  a l u m n i  p r o f i l e s ,  u n i v e r s i t y  
a c c o m p l i s h m e n t s  a n d  e v e n t s .  I t  h a s  a  r e a d e r s h i p  o f  o v e r  2 3 , 0 0 0 .  C o n t a c t  t h e  N e w s  B u r e a u  
O f f i c e  f o r  d e t a i l s .  
T h e  A d v o c a t e  i s  p u b l i s h e d  o n  T h u r s d a y s  d u r i n g  t h e  a c a d e m i c  y e a r ,  e x c e p t  d u r i n g  f i n a l  
e x a m i n a t i o n  a n d  v a c a t i o n  p e r i o d s .  T h e  p a p e r  i s  s t u d e n t  o p e r a t e d  a n d  g e n e r a t e s  8 0  p e r c e n t  o f  i t s  
o p e r a t i n g  b u d g e t .  T h e  r e m a i n i n g  2 0  p e r c e n t  i s  p r o v i d e d  b y  a  s u b s i d y  f r o m  s t u d e n t  a c t i v i t y  f e e s .  
T h e  n e w s p a p e r  h a s  a  c i r c u l a t i o n  o f  5 , 5 0 0  a n d  i s  a v a i l a b l e  t o  s t u d e n t s  a n d  s t a f f  a t  n o  c h a r g e .  T h e  
N e w s  D i r e c t o r  s e r v e s  a s  p u b l i s h e r  a n d  a d v i s o r .  
S t a f f  N o t e s  i s  a  b i - m o n t h l y  n e w s l e t t e r  f o r  t h e  U n i v e r s i t y ' s  c l a s s i f i e d  s t a f f ,  f e a t u r i n g  s t a f f  n e w s ,  
e m p l o y e e  p r o f i l e s ,  a n d  o t h e r  n e w s  o f  i n t e r e s t  t o  t h e  c a m p u s  c o m m u n i t y .  I t  i s  p u b l i s h e d  b y  
a u t h o r i z a t i o n  o f  t h e  C o u n c i l  o n  S t a f f  A f f a i r s .  
R e d  W e a t h e r  i s  a n  a n n u a l  5 0 +  p a g e  p u b l i c a t i o n  p r o d u c e d  e a c h  s p r i n g  t h a t  c o n t a i n s  p o e t r y  a n d  
f i c t i o n  s u b m i t t e d  b y  M S U M  s t u d e n t s ,  a l u m n i  a n d  f a c u l t y .  R e d  W e a t h e r  i s  e d i t e d  b y  s t u d e n t s ;  
a d v i s o r s  a r e  M a r k  V i n z  a n d  A l a n  D a v i s ,  E n g l i s h  D e p a r t m e n t .  
T h e  N e w s  B u r e a u  O f f i c e  i s  c h a r g e d  w i t h  t h e  r e s p o n s i b i l i t y  o f  d i s t r i b u t i n g  u n i v e r s i t y  i n f o r m a t i o n  
t o  l o c a l ,  s t a t e  a n d  r e g i o n a l  n e w s  m e d i a .  T h e  N e w s  B u r e a u  r e p o r t s  a b o u t  o n - c a m p u s  e v e n t s ,  
e d u c a t i o n a l  o p p o r t u n i t i e s ,  f a c u l t y ,  s t a f f  a n d  s t u d e n t  a c c o m p l i s h m e n t s ,  a c a d e m i c  p r o g r a m s ,  a n d  
o t h e r  n e w s  o f  p u b l i c  i n t e r e s t .  T h e  N e w s  S e r v i c e  m a i n t a i n s  a  l i m i t e d  c l i p p i n g  s e r v i c e .  I t  c a n  
a s s i s t  f a c u l t y  m e m b e r s  i n  p u b l i c i z i n g  e v e n t s  a n d  a r r a n g i n g  f o r  n e w s  c o n f e r e n c e s .  N o t i c e  i n  
a d v a n c e  i s  n e c e s s a r y  f o r  s c h e d u l i n g .  [ M & C  5 / 1 5 / 9 2 ]  
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PUBLICITY, CAMPUS 
This policy has been established to give MSUM students, faculty and recognized campus 
organizations guidelines for distribution and display of literature on campus. Freedom of speech 
is encouraged assuming compliance with building and University policies. The source of any 
publicity information and the name of the organization must be stated on all posters or other 
printed material. The organization and the individual students participating are held responsible 
to ensure that there is no justified complaint on the grounds of obscenity or libel. Commercial 
advertising is not permitted without prior approval by the Vice President for Student Affairs. 
All campus publicity must comply with Title IX, Affirmative Action and the Alcohol Marketing 
policies. 
Academic Buildings 
1. No publicity or literature will be allowed on classroom chalkboards. Publicity or literature 
of recognized organizations may be placed on classroom bulletin boards. 
2. Permission must be obtained from departments responsible for designated boards before 
recognized organizations may post publicity. Materials must be posted with substances 
which will allow easy removal of literature. 
3. Publicity which complies with the Campus Publicity policy may be placed on undesignated 
bulletin boards. 
Other Areas 
1. Policies pertaining to distribution of literature for buildings on campus, i.e., CMU and the 
residence halls, must be followed (see the appropriate department for information). 
2. Placement of portable announcement boards on campus is prohibited. 
3. Special regulations regarding distribution of literature that apply to candidates for Student 
Senate are available upon request at the Student Senate Office. 
4. To ensure appearance of campus grounds, materials may not be affixed to trees in any 
manner. 
5. Posting materials on walls in or outside buildings is not permitted. Bulletin boards are 
available in buildings for this purpose. 
6. Any verbal publicity should follow the guidelines of the personal solicitation policy. 
7. All individuals or organizations distributing publicity will be held responsible for cleaning 
up all litter resulting from distribution. 
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8 .  P e r m i s s i o n  m u s t  b e  o b t a i n e d  f r o m  t h e  S t u d e n t  O r g a n i z a t i o n  D e v e l o p m e n t  C e n t e r  b e f o r e  
d i s t r i b u t i o n  o f  p u b l i c i t y  a t  U n i v e r s i t y - w i d e  e v e n t s ,  r e g i s t r a t i o n  o r  b i l l  p a y m e n t  l i n e  i s  
p e r m i t t e d .  
P r o c e d u r e  f o r  E n f o r c e m e n t  
I f  a  v i o l a t i o n  o f  t h e  p o l i c y  o c c u r s ,  t h e  C o o r d i n a t o r  o f  S t u d e n t  O r g a n i z a t i o n s  o r  h i s / h e r  c h o s e n  
r e p r e s e n t a t i v e  s h a l l  c o n t a c t  t h e  g r o u p  o r  i n d i v i d u a l  i n  v i o l a t i o n  a n d  r e q u e s t  t h e  p u b l i c i t y  b e  
d i s c o n t i n u e d .  [ M & C  5 1  1 5 / 9 2 ]  
S C H E D U L I N G  S E R V I C E S  
S c h e d u l i n g  S e r v i c e s  p r o v i d e s  s c h e d u l i n g  s e r v i c e s  a n d  c a m p u s  p u b l i c i t y  f o r  m e e t i n g s ,  
c o n f e r e n c e s ,  a n d  s p e c i a l  e v e n t s .  S e r v i c e s  i n c l u d e  r e s e r v a t i o n s  a n d  s e t - u p  f o r  m e e t i n g  r o o m s ,  
b a n q u e t s ,  l u n c h e o n s ,  b a l l r o o m ,  b a l l  g a m e s ,  a u d i t o r i u m s ,  s w i m m i n g  p o o l ,  a n d  o u t s i d e  a r e a s .  F o r  
s c h e d u l i n g  r o o m s  o r  e v e n t s  i n  C o m s t o c k  M e m o r i a l  U n i o n  o n l y ,  c a l l  2 3 6 - 3 5 8 7  t o  m a k e  
r e s e r v a t i o n s .  F o r  s c h e d u l i n g  r o o m s  o r  e v e n t s  i n  t h e  C e n t e r  f o r  B u s i n e s s  o n l y ,  c a l l  2 3 6 - 4 6 5 4 .  F o r  
s c h e d u l i n g  i n  a l l  o t h e r  b u i l d i n g s  o r  f o r  m o r e  i n f o r m a t i o n ,  c a l l  t h e  s c h e d u l i n g  o f f i c e ,  2 3 6 - 2 5 8 6 .  
S T U D E N T  S E N A T E  
T h e  S t u d e n t  S e n a t e  i s  t h e  p r i n c i p l e  a g e n c y  f o r  s t u d e n t  i n p u t  i n  d e v e l o p i n g  t h e  U n i v e r s i t y ' s  
p o l i c i e s .  A s  e l e c t e d  s t u d e n t  r e p r e s e n t a t i v e s ,  t h e  S e n a t e  i s  a  l i a i s o n  t o  t h e  U n i v e r s i t y  P r e s i d e n t  
r e g a r d i n g  c o n c e r n s  a n d  i n t e r e s t s  o n  i s s u e s  a f f e c t i n g  M S U M  s t u d e n t s .  R e c o m m e n d a t i o n s  
p e r t a i n i n g  t o  s t u d e n t  i s s u e s  a r e  m a d e  b y  t h e  S e n a t e  t o  t h e  U n i v e r s i t y  P r e s i d e n t .  
S e n a t o r s  a r e  e l e c t e d  t o  r e p r e s e n t  e i t h e r  a  g e o g r a p h i c  d i s t r i c t  ( o f f - c a m p u s  o r  r e s i d e n c e  h a l l )  o r  a n  
a c a d e m i c  c o l l e g e .  G e o g r a p h i c  d i s t r i c t  r e p r e s e n t a t i v e s  a r e  e l e c t e d  a t  t h e  e n d  o f  f a l l  s e m e s t e r ,  a n d  
a c a d e m i c  c o l l e g e  r e p r e s e n t a t i v e s  a r e  e l e c t e d  a t  t h e  e n d  o f  s p r i n g  t e r m .  I n  a d d i t i o n  t o  t h e s e  2 2  
s e n a t o r s ,  a  p r e s i d e n t ,  v i c e  p r e s i d e n t ,  a n d  t r e a s u r e r  a r e  e l e c t e d  o n  a n  a t - l a r g e  b a s i s  a t  t h e  e n d  o f  
s p r i n g  s e m e s t e r .  E a c h  s e n a t o r  h a s  o n e  v o t e  i n  S t u d e n t  S e n a t e  m e e t i n g s ,  e x c e p t  f o r  t h e  p r e s i d e n t ,  
w h o  r u n s  t h e  m e e t i n g s  a n d  c a n  o n l y  v o t e  i n  t h e  e v e n t  o f  a  t i e .  
T h e  e l e c t e d  o f f i c e r s  a s s u m e  d u t y  o n  t h e  d a y  a f t e r  t h e  e n d  o f  s p r i n g  s e m e s t e r .  T h e  s e n a t o r s  b e g i n  
t h e i r  t e r m s  o n  t h e  f i r s t  d a y  f o l l o w i n g  t h e  e n d  o f  t h e  s e m e s t e r  i n  w h i c h  t h e y  w e r e  e l e c t e d .  T o  b e  
e l i g i b l e  f o r  e l e c t i o n ,  a  c a n d i d a t e  f o r  s e n a t o r  m u s t  b e  e n r o l l e d  a s  a  s t u d e n t  i n  g o o d  s t a n d i n g  a t  
M S U M .  O f f i c e r s  m u s t  b e  f u l l - t i m e  s t u d e n t s ,  h a v e  a t  l e a s t  s o p h o m o r e  s t a n d i n g ,  a n d  h a v e  a  2 . 5  
c u m u l a t i v e  G P  A .  T h e  s e c r e t a r y  i s  h i r e d  b y  t h e  p r e s i d e n t  a n d  i s  n o t  a  m e m b e r  o f  t h e  S e n a t e .  
S e n a t e  m e e t i n g s  a r e  h e l d  e v e r y  T h u r s d a y  a t  5 : 0 0 p . m .  i n  t h e  S e n a t e  C h a m b e r s ,  C o m s t o c k  
M e m o r i a l  U n i o n ,  R o o m  2 0 5 .  A  p u b l i c  h e a r i n g  i s  h e l d  d u r i n g  e a c h  m e e t i n g ,  a l l o w i n g  a n y o n e  t o  
a d d r e s s  t h e  s e n a t e  a b o u t  a n y  c o n c e r n ,  c o m p l a i n t ,  o r  i d e a .  T h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
s e r v e s  a s  a d v i s o r  t o  t h e  S t u d e n t  S e n a t e .  
F o r  m o r e  i n f o r m a t i o n  c o n t a c t  t h e  S e n a t e  O f f i c e ,  C M U  2 0 4 ,  p h o n e  2 3 6 - 2 1 5 0  o r  2 3 6 - 2 1 0 6 .  
[ S t u d e n t  S e n a t e  C o n s t i t u t i o n  4 / 9 6 ]  
Organization 14 
TRI-COLLEGE UNIVERSITY 
MSUM belongs to a cooperative arrangement with Concordia College (Moorhead) and North 
Dakota State University (Fargo) through which students may take courses at the other colleges 
without paying any additional tuition or fees. At Concordia, an MSUM student may take one 
course per term if that course is not offered at MSUM. At NDSU students may take as many 
courses each term as needed to satisfy covered programs or courses not offered at MSUM. 
Tri-College also offers regular bus service among the three campuses as well as reciprocal 
parking privileges. A comprehensive cooperative arrangement among the libraries gives students 
and faculty direct access to the resources of all three libraries. The Tri-College University also 
sponsors a Center for Environmental Studies and an Economic Education Center. The Tri-
College University office is located at North Dakota State University, 209 Engineering and 
Technology Building, phone 231-9731. [M&C 5/15/92] 
THE WRITE SITE 
The Write Site is a writing resource center for MSUM students, faculty and staff. It offers help 
with writing, answers questions regarding writing, and provides a place for thoughtful writing. 
Some common problems the Write Site can help with include development of ideas, organization 
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ACADEMIC ADVISING 
The purpose of the MSUM Academic Advising Program is to help individual students realize the 
maximum educational benefits available to them at MSUM. 
The functions of academic advising include: 
1. Providing students with information on policies, procedures and programs of the 
university. 
2. Assisting students in choosing educational and career objectives commensurate with their 
interests and abilities and in exploring the possible consequences of their choices. 
3. Making students aware of the support services and other educational resources that may be 
pertinent to their educational objectives at this University. 
This process requires constructive, individualized relationships between students and qualified 
members of the academic community who can and will provide the time and atmosphere 
conducive to extensive discussion of the above and related areas. 
All advisors are expected to provide time sufficient for their advisees to be able to see them with 
reasonable ease and frequency. Office hours should be posted. Special arrangements should be 
made for Pre-registration Advising. 
Under Article 10 of the MnSCUIIFO Agreement, normally faculty members will be responsible 
for ten hours weekly for student advising and other contacts with students, at times and approved 
locations posted at the faculty member's office. 
Specific official duties of all advisors included in the basic responsibilities listed above include: 
1. Approving student's course selection and providing student's Advisor Access Code. 
2. Reviewing the student's progress toward completion of liberal arts and major course 
requirements, including reviewing the student's transcript sent to the advisor each term. 
3. Approving and signing the student's application for graduation; and keeping adequate 
records. 
Each term all advisors receive the following from the Registrar's Office or the Office of 
Academic Affairs: 
1. A list of current advisees (the advisor should check this list and notify the Registrar's 
Office of any changes or discrepancies with his/her own records). 
2. An advising transcript, which lists all liberal studies courses completed, for each advisee 
that should be given to the student (you should make a copy for your files) along with a 
Personal Data Form (PDF) that should also be given to the student. 
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3 .  C o p i e s  o f  n o t i c e s  o f  " s u b j e c t  t o  s u s p e n s i o n "  s t a t u s  s e n t  t o  s t u d e n t s  w h o  w i l l  b e  s u s p e n d e d  
a t  t h e  e n d  o f  t h e  c u r r e n t  t e r m  u n l e s s  t h e y  f u l f i l l  s p e c i f i e d  G P  A  r e q u i r e m e n t s .  
4 .  A d v i s i n g  f o r m s  a n d  o t h e r  m a t e r i a l s  a n d  i n f o r m a t i o n .  
T h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  i s  r e s p o n s i b l e  f o r  t h e  o f f i c i a l  a p p o i n t m e n t  o f  f a c u l t y  a n d  p e e r  
a d v i s o r s  a n d  t h e i r  o r i e n t a t i o n  a n d  t r a i n i n g ;  f o r  a s s i s t i n g  a d v i s o r s  i n  a l l  a p p r o p r i a t e  w a y s ,  
i n c l u d i n g  c o o r d i n a t i n g  u n i v e r s i t y  s u p p o r t  s e r v i c e s  a s  t h e y  a p p l y  t o  a c a d e m i c  a d v i s i n g ;  a n d  f o r  
s u p e r v i s i n g  a n d  e v a l u a t i n g  M S U M ' s  A c a d e m i c  A d v i s i n g  P r o g r a m .  T h e  D i r e c t o r  o f  t h e  A d v i s i n g  
S u p p o r t  C e n t e r ,  i n  c o o p e r a t i o n  w i t h  f a c u l t y  a d v i s o r s ,  d e a n s ,  c h a i r p e r s o n s ,  R e g i s t r a r ,  a n d  o t h e r  
c o n c e r n e d  a d m i n i s t r a t i v e  o f f i c e r s ,  i s  s p e c i f i c a l l y  c h a r g e d  w i t h  t h i s  r e s p o n s i b i l i t y .  
A  u n i v e r s i t y  c o m m i t t e e  o n  a c a d e m i c  a d v i s i n g  m e e t s  r e g u l a r l y  t o  r e v i e w  t h e  p r o g r a m ,  s u g g e s t  
i m p r o v e m e n t s ,  a n d  a s s i s t  i n  i m p l e m e n t i n g  a d v i s i n g  p o l i c i e s .  
I f  a d v i s o r s  o f  s t u d e n t s  l e a v e  t h e  U n i v e r s i t y  o r  a r e  u n a b l e  t o  c o n t i n u e  t h i s  f u n c t i o n ,  t h e  d e p a r t m e n t  
c h a i r p e r s o n  r e a s s i g n s  t h e  a d v i s e e  a n d  n o t i f i e s  t h e  R e g i s t r a r  o f  t h e  c h a n g e .  A  s t u d e n t  w h o  
c h a n g e s  h i s / h e r  m a j o r  a n d / o r  a d v i s o r  c o n t a c t s  t h e  c h a i r p e r s o n  o f  t h e  n e w  m a j o r  d e p a r t m e n t  ( o r  
t h e  D i r e c t o r  o f  t h e  A d v i s i n g  S u p p o r t  C e n t e r ,  i n  c a s e  o f  u n d e c l a r e d  s t u d e n t s )  t o  o b t a i n  t h e  n e w  
a d v i s o r ' s  n a m e  a n d  r e t u r n s  t h e  c o m p l e t e d  f o r m  t o  t h e  R e g i s t r a r .  T h e  R e g i s t r a r  n o t i f i e s  t h e  f o r m e r  
a d v i s o r  o f  t h e  c h a n g e ,  a n d  t h e  f o r m e r  a d v i s o r  f o r w a r d s  t h e  s t u d e n t ' s  f i l e  t o  t h e  n e w  a d v i s o r .  
P r e - r e g i s t r a t i o n  A d v i s i n g  b e g i n s  o n e  w e e k  p r i o r  t o  t h e  o p e n i n g  o f  w e b  a n d  p h o n e  r e g i s t r a t i o n  
e a c h  s e m e s t e r .  I t  c o n t i n u e s  u n t i l  t h e  e n d  o f  t h e  o f f i c a l  r e g i s t r a t i o n  p e r i o d  e a c h  s e m e s t e r .  
F a c u l t y  A d v i s i n g  o f  M S U M  F r e s h m e n  
T h e  f a c u l t y  a d v i s o r  f r e q u e n t l y  p r o v i d e s  t h e  m o s t  s i g n i f i c a n t  c o n t a c t  a  f r e s h m a n  h a s  w i t h  t h e  
M S U M  a c a d e m i c  e x p e r i e n c e .  T h e  r e l a t i o n s h i p  b e t w e e n  s t u d e n t  a n d  a d v i s o r  i s  o f  t r e m e n d o u s  
p o t e n t i a l  i m p o r t a n c e  t o  t h e  s t u d e n t ' s  i n t e l l e c t u a l  a n d  p e r s o n a l  d e v e l o p m e n t  a n d  t o  t h e  
U n i v e r s i t y ' s  f u l f i l l m e n t  o f  i t s  a c a d e m i c  m i s s i o n .  I t s  e f f e c t  o n  s t u d e n t  a t t r i t i o n  a n d  r e t e n t i o n  i s  
a l s o  o f  g r e a t  p r a c t i c a l  i m p o r t a n c e  t o  t h e  s t u d e n t  a n d  t o  M S U M .  A  r e a l  e f f o r t  t o  b e  a v a i l a b l e  t o  
a d  v i  s e e s ,  a  c o n s c i e n t i o u s  o b s e r v a n c e  o f  t h e  a d v i s i n g  s c h e d u l e ,  u s e  o f  t h e  s t a n d a r d  i n t e r v i e w ,  u s e  
o f  r e f e r r a l  s e r v i c e s ,  a n d  s t u d e n t  a d v i s o r  a s s i s t a n c e  c a n  r e s u l t  i n  e x c e l l e n t  a d v i s i n g .  
F r e s h m a n  a d v i s o r s  a r e  n o m i n a t e d  b y  d e p a r t m e n t s  a n d  a p p o i n t e d  b y  t h e  V i c e  P r e s i d e n t  f o r  
A c a d e m i c  A f f a i r s .  F r e s h m e n  w h o  h a v e  d e c l a r e d  m a j o r s  i n  p a r t i c u l a r  d e p a r t m e n t s  a r e  a s s i g n e d  
a d v i s o r s  f r o m  t h o s e  d e p a r t m e n t s .  F r e s h m a n  a d v i s e e s  m a y  b e  r e a s s i g n e d  b y  t h e  c h a i r p e r s o n  o f  
t h e  m a j o r  d e p a r t m e n t  d u r i n g  t h e  s p r i n g  s e m e s t e r  o f  t h e i r  s o p h o m o r e ,  j u n i o r ,  o r  s e n i o r  y e a r s .  I n  
m o s t  d e p a r t m e n t s ,  s t u d e n t s  k e e p  t h e i r  o r i g i n a l  a d v i s o r  u n t i l  t h e y  g r a d u a t e .  
F r e s h m e n  w h o  h a v e  n o t  d e c l a r e d  m a j o r s  ( u n d e c l a r e d )  a r e  a s s i g n e d  t o  f a c u l t y  m e m b e r s  w h o  h a v e  
v o l u n t e e r e d  f o r  t h i s  s e r v i c e .  " U n d e c l a r e d "  a s s i g n m e n t s  a n d  c h a n g e s  a r e  m a d e  b y  t h e  D i r e c t o r  o f  
t h e  A d v i s i n g  S u p p o r t  C e n t e r .  
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The MSUM Peer Advisor Program 
The Peer Advisor Program at Minnesota State University Moorhead began in 1971. It offers 
assistance to students, particularly freshmen, in making the best use of the academic 
opportunities and the various services offered by the University. The program supplements and 
expands faculty advising services. Peer advisors are employees of the Office of Academic 
Affairs; the program is administered by the Director of the Advising Support Center. Of the 40 
students selected annually, about 30 are assigned to work primarily in their major departments, 
about 10 are employed as undeclared freshman advisors. 
All peer advisors' duties include summer advance registration of new entering freshmen (Dragon 
Days), assistance to freshman faculty advisors in maintaining contact with their advisees, and 
maintenance of the Peer Advisor Web Page and the Peer Advisor Center which is located in 
Flora Frick 155. 
Departmental peer advisors may also be asked to assist majors and minors in their departments, 
to participate in department meetings and advise departmental clubs. Peer advisors are expected 
to help in all university academic projects and programs. For additional information call the 
Advising Support Center at 291-4318. [ASC 08/07/01] 
ACADEMIC APPEALS 
Students seeking to waive a graduation requirement or similar academic policy should inquire at 
the Office of Academic Affairs to determine if .an appeal is necessary. 
Students complete an appeal form, including a faculty advisor's statement and signature, and 
submit the form to the Office of Academic Affairs. 
The Committee on Academic Appeals reviews the appeal and approves or denies the appeal. 
Students who are not satisfied with the decision of the Academic Appeals Committee may appeal 
to the Associate Vice President for Academic Affairs. 
ACADEMIC FORGIVENESS POLICY 
The Academic Forgiveness Policy at MSUM gives an undergraduate student who has been away 
from MSUM at least five years, a one-time opportunity to establish a new grade point average 
(GPA). Students who seek redress under the Academic Forgiveness Policy must meet the 
following conditions: 
1. The student must not have been enrolled at MSUM for a minimum of five consecutive 
years prior to the "point of academic forgiveness." 
2. Upon readmission, the student must demonstrate adequate academic ability by 
completing 12 undergraduate credits at MSUM with a minimum GPA of 2.0. 
Academic forgiveness cannot be granted if a student has earned a post-secondary degree 
following their initial MSUM attendance and applied MSUM credits toward that degree. 
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S t u d e n t s  w h o  m e e t  t h e  t w o  c o n d i t i o n s  c i t e d  a b o v e  s h o u l d  c o n t a c t  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  
( O w e n s  2 0 5 )  f o r  t h e  a p p l i c a t i o n  f o r m .  I f  t h e  A c a d e m i c  F o r g i v e n e s s  a p p l i c a t i o n  i s  a p p r o v e d ,  t h e  
R e g i s t r a r  w i l l  m a k e  t h e  f o l l o w i n g  a d j u s t m e n t s  t o  t h e  s t u d e n t ' s  t r a n s c r i p t :  
1 .  T h e  t r a n s c r i p t  w i l l  b e  s e p a r a t e d  i n t o  t w o  s e c t i o n s  i n d i c a t i n g  t h e  p o i n t  o f  f o r g i v e n e s s .  
A c a d e m i c  f o r g i v e n e s s  w i l l  b e  i n d i c a t e d  o n  t h e  t r a n s c r i p t .  
2 .  N o  c r e d i t s  w i l l  b e  g r a n t e d  f o r  a n y  c o u r s e  c o m p l e t e d  a t  M S U M  p r i o r  t o  t h e  p o i n t  o f  
a c a d e m i c  f o r g i v e n e s s .  H o w e v e r ,  t h e  c o u r s e  t i t l e s  a n d  g r a d e s  f r o m  t h e s e  c o u r s e s  w i l l  
r e m a i n  o n  t h e  t r a n s c r i p t .  
3 .  C a l c u l a t i o n  o f  t h e  s t u d e n t ' s  g r a d e  p o i n t  a v e r a g e  w i l l  n o t  i n c l u d e  g r a d e s  r e c e i v e d  p r i o r  t o  
t h e  p o i n t  o f  a c a d e m i c  f o r g i v e n e s s .  [ A P A C  2 / 6 / 9 6 ]  
A D D I N G  A N D  D R O P P I N G  C O U R S E S  
S t u d e n t s  m a y  m a k e  c h a n g e s  i n  t h e i r  a c a d e m i c  s c h e d u l e  w i t h i n  t h e  f o l l o w i n g  t i m e  l i m i t s :  
1 .  D u r i n g  t h e  f i r s t  s e v e n  c l a s s  d a y s ,  c h a n g e s  o f  a n y  k i n d  c a n  b e  m a d e  w i t h  n o  e x t r a  c h a r g e ,  
a n d  t u i t i o n  c h a r g e s  a r e  a d j u s t e d  t o  r e f l e c t  t h e  f i n a l  r e g i s t r a t i o n .  T h e s e  c o n d i t i o n s  a p p l y  
o n l y  t o  t h e  f i r s t  c l a s s  d a y  o f  a  s u m m e r  t e r m .  
2 .  I f  a  c o u r s e  i s  d r o p p e d  a f t e r  t h e  s e v e n t h  d a y  a n d  b e f o r e  t h e  5 5 t h  c l a s s  d a y  ( e n d  o f  e l e v e n t h  
w e e k ) ,  i t  w i l l  a p p e a r  o n  t h e  s t u d e n t ' s  r e c o r d  a s  a  w i t h d r a w a l  ( W ) .  T h e  w i t h d r a w a l  
d e a d l i n e  d u r i n g  s u m m e r  s e s s i o n s  i s  t h e  1 5 t h  d a y  ( e n d  o f  t h i r d  w e e k ) .  T u i t i o n  f r o m  a  
w i t h d r a w n  c o u r s e  m a y  n o t  b e  a p p l i e d  t o  s u b s e q u e n t  c o u r s e  a d d i t i o n s .  A  $ 5 . 0 0  f e e  i s  
c h a r g e d  f o r  m o s t  c h a n g e s .  
3 .  D u r i n g  t h e  f i r s t  t h r e e  d a y s ,  c h a n g e s  m a y  b e  m a d e  a t  t h e  o n - l i n e  r e g i s t r a t i o n  s i t e .  A f t e r  
t h a t ,  s t u d e n t s  n e e d  t o  c o m p l e t e  a  d r o p / a d d  s l i p  a n d  o b t a i n  s i g n a t u r e s  o f  t h e  i n s t r u c t o r s  f o r  
e a c h  c o u r s e  a d d e d  o r  d r o p p e d  a n d  t h e  a d v i s o r ' s  s i g n a t u r e .  T h e  s i g n e d  s l i p  m u s t  b e  t u r n e d  
i n  t o  t h e  R e c o r d s  O f f i c e .  
A R R A N G E D  C L A S S  P E R M I T S  
U n d e r  c u r r e n t  w e b  r e g i s t r a t i o n  p r a c t i c e s ,  f a c u l t y  w i l l  h a v e  D r a g o n  I D  a n d  P I N  n u m b e r s  w h i c h  
w i l l  a l l o w  t h e m  t o  c o n t r o l  a c c e s s  t o  t h e i r  c o u r s e s  v i a  t h e  W o r l d  W i d e  W e b ,  t h e  p h o n e  o r  t h e  
S t u d e n t  R e g i s t r a t i o n  a p p l i c a t i o n  s c r e e n s .  S p e c i a l  P e r m i s s i o n s ,  o r  A r r a n g e  S l i p s ,  w i l l  b e c o m e  a n  
o v e r r i d e  c o d e  a t t a c h e d  t o  t h e  c o u r s e .  T o  a d m i t  a  s t u d e n t ,  f a c u l t y  m u s t  e n t e r  t h e  a p p r o p r i a t e  
i n f o r m a t i o n .  
S t u d e n t  r e g i s t r a t i o n  m a y  b e  d o n e  b y  t h e  w e b ,  b y  p h o n e  o r  b y  c o m p u t e r  u s i n g  S t u d e n t  
R e g i s t r a t i o n  A p p l i c a t i o n  s c r e e n s .  S t u d e n t s  a r e  r e q u i r e d  t o  s e e  a n  a d v i s o r  i n  o r d e r  t o  r e c e i v e  t h e i r  
c o p y  o f  t h e  g r a d u a t e  a u d i t ,  o r  a d v i s i n g  t r a n s c r i p t .  
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All advisors will receive a Personal Data Form and a graduate audit for each of their advisees. 
The PDF contains various demographic data of the advisee and also contains the advisor access 
code. The code is, in essence, an electronic signature, and must be entered by the student in 
order for the student to register for classes. Faculty members should give each advisee their PDF 
after the advising sessions has been completed. All faculty, but especially new faculty, are 
encouraged to contact the Records Office if they would like a review, or instruction, in using the 
Touchtone or Web registration process. The graduation audit sorts student credit hours into the 
various Liberal Studies categories (if applicable) and groups all other courses in alpha/numeric 
order. 
Arranged class permits (available from Records Office and from most department secretaries) are 
to be used only for special arrangements with students for classes not assigned specific rooms, 
credit hours, and/or times. Courses requiring Special permission are marked with a(*) in the 
course schedule. 
AUDITING COURSES 
A student who wishes to audit a course (i.e., attend without seeking credit) must be admitted to 
the University, register for the course, and pay full tuition and fees. An "audit" student may 
attend all class sessions but is not required to complete assignments or projects, participate in 
discussions, take examinations, or meet other requirements. A student must declare the intent to 
audit a course by submitting a Course Audit form, signed by the instructor, within the first ten 
class days of a term or by notifying the instructor at the time of registration in an evening class, 
workshop, or off-campus course. A student may not receive credit for auditing a course except by 
re-enrollment for credit and successful completion of the course in a subsequent term. An entry 
of "AU" is made on the student's permanent academic record when a course is audited without 
credit. [M&C 5/15/92] 
BACHELOR'S DEGREES 
The Minnesota State Colleges and Universities (MnSCU) board adopted the following policy for 
awarding degrees: 
Bachelor's Degrees may be awarded after the successful completion of a program of 120-128 
semester credits. At least one-third of the required credits for the degree shall be in non-major 
areas of general or liberal studies, including the Minnesota Transfer Curriculum. At least one-
third of the required credits for the degree shall be upper division credits. Forty-five quarter 
or 30 semester credits shall be taught by the faculty recommending the award of the degree. This 
requirement may be decreased upon recommendation of the faculty. The Chancellor or designee 
must approve credit lengths which exceed 192 quarter or 128 semester credits. If a student 
completes two majors, one of which would lead to a B.S. and the other to a B.A., the student may 
choose the primary major and thus the degree designation. 
• The Bachelor of Arts (B.A.) shall represent a general liberal arts degree with a major in 
the liberal or fine arts areas. 
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•  T h e  B a c h e l o r  o f  S c i e n c e  ( B . S . )  s h a l l  r e p r e s e n t  a  d e g r e e  w i t h  a  m a j o r  i n  o t h e r  t h a n  t h e  
l i b e r a l  o r  f i n e  a r t s ,  o r  i n  a  p r o f e s s i o n a l ,  l i c e n s u r a b l e ,  o r  c e r t i f i e d  p r o g r a m  o f  s t u d i e s .  
C H A N G E  O F  G R A D E  
A n y  c h a n g e  o f  a  g r a d e  o n  t h e  o f f i c i a l  g r a d e  r e p o r t  m u s t  b e  m a d e  b y  t h e  i n s t r u c t o r ,  w h o  s u b m i t s  a  
c h a n g e  o f  g r a d e  f o r m  t o  t h e  a p p r o p r i a t e  a c a d e m i c  d e a n .  S e e  a l s o  G r a d e  A p p e a l  P r o c e d u r e .  
[ M & C  5 1 1 5 / 9 2 ]  
C H E A T I N G  I N  T H E  C L A S S R O O M  
C o u r s e  i n s t r u c t o r s  s h o u l d  t a k e  a l l  r e a s o n a b l e  m e a s u r e s  t o  p r e v e n t  a c a d e m i c  d i s h o n e s t y .  W h e n  t h e  
i n s t r u c t o r  h a s  c o n v i n c i n g  e v i d e n c e  o f  c h e a t i n g ,  i n c l u d i n g  p l a g i a r i s m ,  t h e  f o l l o w i n g  a c t i o n s  m a y  
b e  t a k e n :  
1 .  A s s i g n  a  f a i l i n g  g r a d e  t o  t h e  p a p e r ,  e x a m i n a t i o n ,  r e p o r t ,  e t c . ,  o n  w h i c h  t h e  s t u d e n t  
c h e a t e d .  
2 .  A s s i g n  a  f a i l i n g  g r a d e  f o r  t h e  c o u r s e  i n  w h i c h  t h e  s t u d e n t  c h e a t e d .  
I n  e i t h e r  c a s e ,  t h e  i n s t r u c t o r  m u s t  i n f o r m  t h e  s t u d e n t  a n d ,  m a y ,  b u t  i s  n o t  r e q u i r e d  t o ,  r e p o r t  t h e  
o f f e n s e  a n d  h i s / h e r  a c t i o n  t o  a n y  o r  a l l  o f  t h e  f o l l o w i n g :  t h e  R e g i s t r a r ,  t h e  f a c u l t y  d e a n ,  t h e  V i c e  
P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  a n d  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  I f  t h e  o f f e n s e  i s  
r e p o r t e d ,  t h e  s t u d e n t  m u s t  b e  n o t i f i e d  s i m u l t a n e o u s l y .  
I f  t h e  i n s t r u c t o r  f e e l s  t h e  s e r i o u s n e s s  o f  t h e  o f f e n s e  w a r r a n t s  a  m o r e  s e v e r e  p e n a l t y ,  o r  i f  h e / s h e  
b e l i e v e s  i t  i s  a p p r o p r i a t e  t o  d o  s o  f o r  a n y  o t h e r  r e a s o n ,  t h e  i n c i d e n t  m a y  b e  r e p o r t e d  t o  t h e  
S t u d e n t  C o n d u c t  C o m m i t t e e  t h r o u g h  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  T h e  i n s t r u c t o r ' s  
r e p o r t  m u s t  b e  i n  w r i t i n g  a n d  b e  a c c o m p a n i e d  b y  e v i d e n c e .  
A n y  s t u d e n t  w h o  h a s  b e e n  a c c u s e d  o f  c h e a t i n g  h a s  t h e  r i g h t  t o  a p p e a l  t o  h i s / h e r  a d v i s o r ,  t h e  
d e p a r t m e n t  c h a i r p e r s o n ,  t h e  f a c u l t y  d e a n ,  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  a n d ,  
u l t i m a t e l y ,  t o  t h e  P r e s i d e n t  o f  t h e  U n i v e r s i t y .  [ M & C  5 / 1 5 / 9 2 ]  
C L A S S  L I S T S  
T h r e e  c l a s s  l i s t s  a r e  s e n t  f r o m  t h e  R e c o r d s  O f f i c e  t o  d e p a r t m e n t  c h a i r p e r s o n s  f o r  d i s t r i b u t i o n  t o  
f a c u l t y  e a c h  t e r m .  C l a s s  l i s t s  a r e  a l s o  a v a i l a b l e  o n  m i c r o c o m p u t e r  d i s k s .  A  p r e l i m i n a r y  l i s t  i s  
s e n t  p r i o r  t o  t h e  f i r s t  w e e k  o f  c l a s s e s ,  a  s e c o n d  l i s t  ( a f t e r  a d d i t i o n s  a n d  d r o p s )  i s  d i s t r i b u t e d  
d u r i n g  t h e  s e c o n d  w e e k  o f  c l a s s e s ,  a n d  t h e  f i n a l  l i s t  ( f o r  r e p o r t i n g  g r a d e s )  i s  s e n t  p r i o r  t o  f i n a l  
e x a m s .  [ M & C  5 / 1 5 / 9 2 ]  
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CLASS PERIODS 
The daily/weekly class schedule is based primarily on three- and four-credit hour blocks. There 
are a number of restrictions which are in place to accommodate students who take a mixture of 
three- and four-credit classes. 
DAILY SCHEDULING OPTIONS 
4-Credit 
3-Credit 4- Credit MF & any 3-Credit 4-Credit 
Time MWFOption MWFOotion 2 ofTWH TH Ootion TH Option 
7:00a.m. 7:30-8:40 
8:00a.m. 8:00-8:50 8:00-8:50 8:00-9:15 8:00-9:40 
9:00a.m. 9:00-9:50 9:00-10:10 Not Available 
9:30-10:45 
10:00 a.m. 10:00-10:50 10:00-10:50 10:00-11 :40 
10:30-11:40 
11 :00 a.m. 11 :00-11 :50 11:00-11:50 11:00-12:15 
12:00 p.m. 12:00-12:50 12:00-1 :10 Not Available 12:00-1 :40 
12:30-1 :45 
1:00 p.m. 1:00-1 :50 1:00-1:50 
1:30-2:40 
2:00p.m. 2 :00~2:50 2:00-2:50 2:00-3:15 2:00-3:40 
3:00p.m. 3:00-3:50 3:00-4:10 Not Available 
(or to 4:15 MW) 3:00-4:40 (MW) 3:30-4:45 
4:00p.m. 4:00-4:50 4:00-4:50 4:00-5:40 
(or to 5:15 MW) 4:30-6: 10 (MW) (may use MTWH) 
5:00p.m. 
6:00p.m. Any Evening Any Evening Any Evening Any Evening 






Three-credit classes are held on Monday-Wednesday-Friday (MWF) or on Tuesday-Thursday 
(TH). On MWF class periods are 50 minutes long and begin on the hour. Classes which start at 
3:00 or 4:00 may meet on MW only, in which case class periods are 75 minutes long. On TH 
class periods are 75 minutes long and begin at 8:00, 9:30, 11:00, 12:30, 2:00, and 3:30. 
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F o u r - C r e d i t  C l a s s e s  ( a n d  2 - c r e d i t  h a l f  s e m e s t e r  c l a s s e s )  
F o u r - c r e d i t  c l a s s e s  m a y  b e  s c h e d u l e d  o n  a  M W F  o r  T H  b a s i s ,  l i k e  t h r e e - c r e d i t  c l a s s e s ,  o r  t h e y  
c a n  b e  s c h e d u l e d  f o u r  d a y s  p e r  w e e k .  D e s i g n a t e d  M W F  t i m e  s l o t s  a r e  7 0  m i n u t e s  l o n g  a n d  b e g i n  
a t  7 : 3 0 ,  9 : 0 0 ,  1 0 : 3 0 ,  1 2 : 0 0 ,  1 : 3 0 ,  a n d  3 : 0 0 .  F o u r - c r e d i t  T H  c l a s s  p e r i o d s  a r e  1 0 0  m i n u t e s  l o n g  
a n d  b e g i n  o n  e v e n  h o u r s  ( 8 : 0 0 ,  1 0 : 0 0 ,  1 2 : 0 0 ,  2 : 0 0  a n d  4 : 0 0 ) .  F o u r - c r e d i t  M F  a n d  a n y  t w o  o f T ,  
W  o r  H  c l a s s e s  m e e t  f o r  5 0  m i n u t e s  e a c h  d a y  a n d  a r e  r e s t r i c t e d  t o  t h e s e  s t a r t  t i m e s :  8 : 0 0 ,  1 0 : 0 0 ,  
1 1 : 0 0 ,  1 : 0 0 ,  2 : 0 0 ,  a n d  4 : 0 0  ( n o t e  4 : 0 0 p m  m a y  u s e  M T W H ) .  
L a b o r a t o r i e s  
L a b s  w h i c h  m e e t  f o r  t h r e e  c l o c k  h o u r s  e a c h  w e e k  m a y  b e  s c h e d u l e d  a n y  d a y  o f  t h e  w e e k .  
M o n d a y ,  W e d n e s d a y ,  o r  F r i d a y  l a b s  s h o u l d  m e e t  1 2 : 0 0 - 2 : 5 0  o r  3 : 0 0 - 5 : 5 0 .  O n  T u e s d a y  o r  
T h u r s d a y ,  l a b s  a r e  t o  b e g i n  a t  t h e s e  t i m e s :  8 : 0 0 ,  1 1 : 0 0 ,  o r  2 : 0 0 .  S h o r t e r  l a b s  m a y  b e  s c h e d u l e d ,  
a s  w e l l ,  b u t  t h e y  s h o u l d  n o t  c r o s s  m o r e  t h a n  t w o  e x i s t i n g  t i m e  s l o t s  o n  t h e  3 - o r  4 - c r e d i t  s t a n d a r d  
s c h e d u l e .  
T w o - C r e d i t  C l a s s e s  ( o r  b l o c k  c l a s s e s  m e e t i n g  f o r  t w o  h o u r  t i m e  p e r i o d s )  
C l a s s e s  m a y  b e  s c h e d u l e d  o n  M W F  u s i n g  t h e  3 - c r e d i t  M W F  o p t i o n s  a s  l i s t e d  a b o v e  o r  o n  a n y  
M W ,  M F ,  o r  W F .  T w o - c r e d i t  T H  c l a s s e s  u s e  e i t h e r  t h e  3 - c r e d i t  o r  4 - c r e d i t  T H  o p t i o n s ,  a s  l i s t e d  
a b o v e .  
E v e n i n g  C l a s s e s  
E v e n i n g  c l a s s e s  b e g i n  a f t e r  4 : 0 0  P M  a n d  m a y  b e  s c h e d u l e d  i n  w h a t e v e r  w a y  t h e  f a c u l t y  m e m b e r  
c h o o s e s .  T h r e e  c r e d i t  c l a s s e s  m u s t  m e e t  f o r  a  t o t a l  o f  1 5 0  m i n u t e s  o f  a c t u a l  i n s t r u c t i o n a l  t i m e  
e a c h  w e e k ,  a n d  f o u r - c r e d i t  c l a s s e s  m u s t  b e  s c h e d u l e d  t o  m e e t  f o r  2 0 0  m i n u t e s  o f  i n s t r u c t i o n a l  
t i m e  e a c h  w e e k .  
S c h e d u l i n g  R e s t r i c t i o n s :  
1 .  D e p a r t m e n t s  a r e  r e s p o n s i b l e  f o r  s c h e d u l i n g  c l a s s e s  i n  a  w a y  t h a t  e f f i c i e n t l y  u s e s  a s s i g n e d  
c l a s s r o o m  s p a c e .  
2 .  D e p a r t m e n t s  a r e  r e s p o n s i b l e  f o r  s c h e d u l i n g  c l a s s e s  i n  a  w a y  t h a t  u s e s  s t u d e n t  t i m e  w i s e l y  a n d  
e f f i c i e n t l y ,  a s  w e l l .  
3 .  D e p a r t m e n t s  m u s t  u s e  a l l  f i v e  d a y s  o f  t h e  w e e k  f o r  s c h e d u l i n g  c o u r s e s ,  w i t h  a  p r o p o r t i o n  o f  
c l a s s e s  m e e t i n g  o n  M W F  a n d  a  p r o p o r t i o n  m e e t i n g  T H .  
4 .  C o u r s e s  s h o u l d  b e  s c h e d u l e d  i n  e v e n i n g  h o u r s  o n  a  r o t a t i n g  b a s i s  s o  a  b r o a d  c r o s s - s e c t i o n  o f  
t h e  c u r r i c u l u m  i s  o f f e r e d  b y  t h e  d e p a r t m e n t .  
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5. While no mandated open time is included in the schedule, Friday afternoons (from 3:00 to 
5:00) will generally be available for faculty and student meetings and for university-wide 
colloquia. 
6. Academic Deans are responsible for monitoring adherence to these criteria. 
[Approved by President Barden 1/22/98] 
CONFIDENTIAL RECORDS 
Confidential information about students at MSUM is maintained in several offices. Such reports 
are on file only when students have utilized the services of such offices and are solely for the 
purposes of maintaining essential records, providing required reports to governmental agencies, 
and furnishing services to students. Further information is contained in the Family Educational 
Rights and Privacy Act (FERPA) section. 
CONTINUING STUDIES 
The MSUM mission statement refers to "learners all their lives," and MSUM goal number 6 is to 
"provide services to the region through appropriate outreach programs." Continuing Studies is 
designed to help departments implement this part of the mission statement. A variety of courses, 
workshops, and other types of offerings are provided in our service region in order to meet the 
needs of our communities. 
Constituents' needs may include regular curriculum classes for adults seeking degrees, in-service · · 
education for professionals or civic leaders in the region, or enrichment opportunities for citizens 
of the community. It is important that offerings be appropriate for university sponsorship in 
terms of content and rigor. 
Continuing Studies serves university needs by providing an effective means for organizing and 
approving courses and workshops, especially when it is important to move quickly, because the 
opportunity is current. Continuing Studies offerings require academic approval, but do not go 
through the curriculum development and review process that permanent parts of the curriculum 
do. In order for MSUM to be known as an institution which is on top of new trends in the 
professions, workshops or conferences about those trends are important, but seldom is there time 
for APAC scrutiny. If the content of the course or workshop is to become part of the permanent 
curriculum, then it will follow the usual channels for approval. In addition to new trends, other 
kinds of opportunities may occur, such as a visiting artist, or a specific request from professional 
groups, local companies, or community organizations. 
Eligible Curricula 
Any off-campus course, credit or non-credit, is offered through Continuing Studies. 
On-campus Continuing Studies courses should not compete with regular departmental course 
offerings. Departmental allocations support normal departmental course offerings, while faculty 
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s a l a r i e s  f o r  o f f - c a m p u s  c o u r s e s  a n d  f o r  a p p r o p r i a t e  o n - c a m p u s  o f f e r i n g s  a r e  p a i d  f r o m  t h e  
C o n t i n u i n g  S t u d i e s  b u d g e t .  
T h e r e  a r e  t w o  s p e c i a l  c a s e s  w h i c h  a r e  e x c e p t i o n s  t o  t h i s  p o l i c y .  S a t u r d a y  p a c k a g e d  c o u r s e s  a r e  
c o u r s e s  f r o m  t h e  r e g u l a r  c u r r i c u l u m  w h i c h  a r e  t a u g h t  i n  t h i s  p a r t i c u l a r  f o r m a t .  T h e  H u m a n  
R e l a t i o n s  c o u r s e ,  E d  4 0 8 ,  i s  a n o t h e r  s p e c i a l  c a s e ,  b e c a u s e  t h e  a u d i e n c e  f o r  t h i s  c o u r s e  i s  n o t  t h e  
r e g u l a r  s t u d e n t  b o d y .  
N u m b e r i n g  C o n t i n u i n g  S t u d i e s  C o u r s e s  a n d  W o r k s h o p s  
I n  o r d e r  t o  d i f f e r e n t i a t e  d e p a r t m e n t a l  o f f e r i n g s  f r o m  C o n t i n u i n g  S t u d i e s  o f f e r i n g s ,  C o n t i n u i n g  
S t u d i e s  c o u r s e s  c a r r y  n u m b e r s  e n d i n g  i n  8 9  ( s u c h  a s  1 8 9 ,  2 8 9 ,  3 8 9 ,  o r  4 8 9 )  a n d  w o r k s h o p s  c a r r y  
n u m b e r s  e n d i n g  i n  9 9 .  B e c a u s e  o f  t h i s  p r a c t i c e ,  a d v i s o r s  r e a d i n g  t r a n s c r i p t s  c a n  i d e n t i f y  
C o n t i n u i n g  S t u d i e s  c o u r s e s ,  w h i c h  i n  n e a r l y  a l l  c a s e s  h a v e  n o t  b e e n  s u b j e c t  t o  A P A C  r e v i e w ,  b u t  
a p p r o v e d  o n l y  b y  t h e  a c a d e m i c  d e p a r t m e n t  a n d  d e a n .  
C o n t a c t  H o u r s  
F o r  c o u r s e s ,  a t  l e a s t  1 5  c o n t a c t  h o u r s  p e r  c r e d i t  m u s t  b e  s c h e d u l e d .  
F o r  w o r k s h o p s ,  t h e  f o l l o w i n g  a p p l i e s :  
1 .  T h e r e  m u s t  b e  a  m i n i m u m  o f  1 8  c o n t a c t  h o u r s  p e r  c r e d i t  o f f e r e d .  
2 .  A  o n e - c r e d i t  w o r k s h o p  m u s t  n o t  t a k e  p l a c e  w i t h i n  a  s i n g l e  d a y .  
3 .  A  m a x i m u m  o f  2  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  o n e  c a l e n d a r  w e e k .  
4 .  A  m a x i m u m  o f  4  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  a  t w o  w e e k  p e r i o d .  
5 .  F o r  w o r k s h o p s  o r  c o u r s e s  i n  w o r k s h o p  f o r m a t  l a s t i n g  l o n g e r  t h a n  2  w e e k s ,  t h e  1 5  h o u r s  
p e r  c r e d i t  p o l i c y  a p p l i e s .  
W h a t  i s  t h e  d i f f e r e n c e  b e t w e e n  a  c o u r s e  a n d  a  w o r k s h o p ?  W h e n  i t  m e e t s  o n e  o r  m o r e  t i m e s  p e r  
w e e k ,  o v e r  t h e  l e n g t h  o f  a  t e r m ,  i t  i s  c l e a r l y  a  c o u r s e .  W h e n  i t  m e e t s  t w o  S a t u r d a y s  f r o m  8 : 0 0  
A . M .  t o  4 : 0 0 P . M . ,  i t  i s  c l e a r l y  a  w o r k s h o p .  M a n y  v a r i a t i o n s  o f  f o r m a t  a r e  p o s s i b l e ;  a n d  
s o m e t i m e s  i t  i s  u n c l e a r  w h e t h e r  t h e  o f f e r i n g  i s  a  c o u r s e  o r  a  w o r k s h o p .  T h e r e  m u s t  b e  t i m e  f o r  
s t u d e n t s  t o  r e a d ,  r e f l e c t ,  a n d  a s s i m i l a t e  m a t e r i a l  b e t w e e n  c l a s s  s e s s i o n s  i n  o r d e r  t o  s c h e d u l e  t h e  
1 5  h o u r s  p e r  c r e d i t  o f  c o n t a c t  t i m e  t h a t  a  c o u r s e  r e q u i r e s .  W h e n  m o r e  h a n d s - o n  a c t i v i t i e s  a r e  
p l a n n e d  a n d  s o m e w h a t  l e s s  o u t s i d e - o f - c l a s s  s t u d y i n g  i s  e x p e c t e d ,  t h e  1 8  h o u r s  p e r  c r e d i t  o f  
c o n t a c t  t i m e  s h o u l d  b e  s c h e d u l e d .  
S a l a r i e s  
F a c u l t y  a r e  p a i d  a c c o r d i n g  t o  t h e  I F O  c o n t r a c t .  L o w  e n r o l l m e n t  i n  a  c l a s s  ( l e s s  t h a n  1 5  s t u d e n t s )  
m a y  r e q u i r e  c a n c e l l a t i o n  o f  t h e  c l a s s .  O c c a s i o n a l l y  i t  i s  a d v a n t a g e o u s  t o  c o n t i n u e  t h e  c l a s s  w i t h  
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low enrollment and pro-rate the salary, based on the number of registrations, dependent on 
mutual agreement between the faculty member and the Director of Continuing Studies. 
The contract does not address faculty salary for non-credit offerings, and market value applies in 
these situations. 
The IFO contract stipulates that normally total overload shall not exceed six semester credits in 
an academic year (Article 12). Those hired as adjunct faculty shall not teach more than 10 
semester credits in that status during an academic year. 
Scheduling 
On-campus credit-based Continuing Studies courses must meet after 4:00 p.m. This requirement 
does not apply to off-campus offerings, to non-credit workshops, or to summer courses and 
workshops. 
Graduate Level Offerings 
Six- and seven- hundred-level courses should not be offered through Continuing Studies, except 
under unusual circumstances. The recommendation of the appropriate academic dean is 
required. 
Service Region 
Off-campus courses are not offered outside of MSUM's geographical area as identified by 
agreement with the other state universities. This is an informal agreement which avoids 
competition for students in areas which produce low enrollments. A map of this territory is in 
the Continuing Studies office. On rare occasions we offer courses outside of MSUM's area with 
the permission of the Continuing Education Director in the other area, and on rare occasions 
other state universities will offer courses in MSUM's area. Generally this is done when one 
university is offering a course that the other university does not offer or have faculty to teach. 
As a courtesy to community colleges we do not duplicate their course offerings in their location. 
Non-Credit Offerings 
Non-credit offerings take a variety of forms such as workshops, seminars, tours, etc. We can be 
quite flexible, but activities must meet MSUM's academic standards and promote a positive 
institutional image. Scheduling may be independent of the academic calendar. 
Costs to participants are based on expenses needed to conduct the course or workshop, such as 
presenter's fee, transportation and lodging for the presenter, refreshments provided, materials 
needed, administrative fees, etc. Administrative fees are usually $5.00 per person attending, 
although there can be exceptions to this. For instance, sometimes it is desirable to bring high 
school students on campus for the lowest possible cost because recruitment may be a fringe 
benefit. Other groups use larger than average amounts of university resources and ought to pay 
more than $5.00 per person. 
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B u d g e t  
A  b u d g e t  m u s t  b e  p l a n n e d  f o r  n o n - c r e d i t  o f f e r i n g s  a n d  f o r  a n y  c r e d i t  o f f e r i n g  w h i c h  i n v o l v e s  
e x p e n s e s  o v e r  a n d  a b o v e  t u i t i o n .  A t  t h e  e n d  o f  t h e  w o r k s h o p  o r  c o u r s e ,  a  b u d g e t  r e p o r t  m u s t  b e  
f i l e d  i n  t h e  C o n t i n u i n g  S t u d i e s  o f f i c e .  
E v a l u a t i o n s  
M e t h o d s  o f  e v a l u a t i o n  w i l l  v a r y  w i t h  t h e  t y p e  o f  o f f e r i n g .  F a c u l t y  a n d  d e p a r t m e n t s  s h o u l d  r e l y  
o n  f o r m s  a n d  s t r a t e g i e s  a v a i l a b l e  t o  t h e m  f o r  a p p r o p r i a t e  e v a l u a t i o n .  A t  t h e  e n d  o f  t h e  c o u r s e  o r  
w o r k s h o p ,  t h e s e  e v a l u a t i o n s  s h o u l d  b e  r e v i e w e d  b y  t h e  p r o p e r  p e o p l e  a n d  f i l e d  f o r  f u t u r e  
r e f e r e n c e .  
P r o c e s s  F o r  P l a n n i n g  a n d  A p p r o v a l  o f  C o n t i n u i n g  S t u d i e s  O f f e r i n g s  
T h e  s a m e  p l a n n i n g  a n d  a p p r o v a l  p r o c e s s  i s  f o l l o w e d  f o r  b o t h  c r e d i t  a n d  n o n - c r e d i t  c o u r s e s  a n d  
w o r k s h o p s .  T h e  c r i t e r i a  f o r  a p p r o v a l  m a y  b e  d i f f e r e n t ,  b u t  t h e  p r o c e s s  i s  t h e  s a m e .  
1 .  D i s c u s s i o n  i s  h e l d  a m o n g  i n t e r e s t e d  p a r t i e s  a s  t o  t h e  n e e d  a n d  d e s i r a b i l i t y  o f  a  p a r t i c u l a r  
o f f e r i n g  a n d  t h e  l o c a t i o n  a n d  t i m e  i t  m i g h t  b e  o f f e r e d .  I n t e r e s t e d  p a r t i e s  i n c l u d e  f a c u l t y  
m e m b e r s  w h o  m i g h t  t e a c h  s u c h  a  c o u r s e ,  t h e  c h a i r  a n d  t h e  d e a n  o f  t h e  d e p a r t m e n t  i n v o l v e d ,  
a n d  c o n s t i t u e n t s  w h o  m i g h t  t a k e  t h e  c o u r s e  o r  w o r k s h o p .  T h e  p r e l i m i n a r y  c o u r s e  p r o p o s a l  
f o r m  i s  u s e d  a t  t h i s  t i m e .  I t  i s  i m p o r t a n t  t o  b e  a w a r e  o f  w o r k l o a d  r e q u i r e m e n t s  e a r l y  i n  t h e  
p l a n n i n g  s t a g e s .  
2 .  W h e n  p r e l i m i n a r y  a p p r o v a l  h a s  b e e n  g r a n t e d ,  t h e  f a c u l t y  m e m b e r  c o m p l e t e s  a  c o u r s e  
p r o p o s a l  f o r m  ( W  - 7 0 ) .  T h e  i t e m s  o n  t h i s  f o r m  i n c l u d e  a  d e s c r i p t i o n  o f  t h e  c o u r s e ,  t h e  
d a t e s ,  t i m e ,  n u m b e r  o f  c r e d i t s ,  e t c .  W h e n  a p p r o v e d ,  t h i s  f o r m  s e r v e s  a s  a  c o n t r a c t ,  a n d  
i n f o r m a t i o n  f o r  p a y r o l l  f o r m s  i s  t a k e n  f r o m  t h e W  - 7 0  f o r m s .  I n  a d d i t i o n ,  t h e  c l a s s  s c h e d u l e  
i s  t a k e n  f r o m  t h e  c o u r s e  p r o p o s a l ,  a n d  d e a n s  a n d  d e p a r t m e n t  c h a i r s  u s e  t h e i r  c o p i e s  f o r  
k e e p i n g  r e c o r d s  o f  f a c u l t y  o v e r l o a d s  a n d  a d j u n c t  f a c u l t y  l o a d s .  B e c a u s e  o f  t h i s ,  a  c o u r s e  
p r o p o s a l  f o r m  m u s t  b e  c o m p l e t e d  f o r  e a c h  c l a s s  t a u g h t ,  e v e n  i f  t h e  c o u r s e  h a s  b e e n  
a p p r o v e d  s e v e r a l  t i m e s  b e f o r e .  
3 .  I f  t h e  i n s t r u c t o r  i s  n o t  a  m e m b e r  o f  t h e  M S U M  f a c u l t y ,  h e / s h e  m u s t  c o m p l e t e  t h e  S t a n d a r d  
F a c u l t y  A p p l i c a t i o n  f o r m  i n  a d d i t i o n  t o  t h e  c o u r s e  p r o p o s a l  f o r m .  
4 .  T h e  c o u r s e  p r o p o s a l  i s  r e v i e w e d  b y  a  d e p a r t m e n t a l  c o m m i t t e e .  T h i s  c o m m i t t e e  c o n s i d e r s  
w h e t h e r  o r  n o t  t h e  c o u r s e  i s  a p p r o p r i a t e  f o r  t h e  u n i v e r s i t y  t o  o f f e r ,  i f  t h e  c o n t e n t  i s  
s u f f i c i e n t  a c a d e m i c a l l y ,  a n d  i f  t h e  c o n t e n t  w a r r a n t s  t h e  n u m b e r  o f  c r e d i t s  l i s t e d .  I f  t h e  
i n s t r u c t o r  i s  a d j u n c t  f a c u l t y ,  t h i s  c o m m i t t e e  m u s t  a l s o  r e v i e w  t h a t  p e r s o n ' s  q u a l i f i c a t i o n s .  
W h e n  t h e  c o u r s e  i s  a p p r o v e d ,  t h e  c o u r s e  p r o p o s a l  f o r m  i s  s i g n e d  b y  t h e  d e p a r t m e n t  c h a i r .  
I f  t h e  c o u r s e  i s  n o t  a p p r o v e d ,  a  m e m o  m u s t  b e  a t t a c h e d  t o  t h e  c o u r s e  p r o p o s a l  f o r m  l i s t i n g  
t h e  r e a s o n s  f o r  n o n - a p p r o v a l .  O c c a s i o n a l l y  t h e  c h a i r  s i g n s  t h e  f o r m  w i t h o u t  c o n s u l t i n g  a  
d e p a r t m e n t a l  c o m m i t t e e  w h e n  t h e  c o u r s e  i s  r o u t i n e  o r  w a s  a p p r o v e d  o n  p r e v i o u s  o c c a s i o n s .  
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5. After signing the course proposal form, the department chair sends it to the Director of 
Continuing Studies, who forwards the form to the dean of the appropriate area. If the dean 
approves, the form returns to the Director of Continuing Studies. If the dean does not 
approve the course, a memo of non-approval is attached. 
6. If the course carries graduate credit, the course proposal form is sent to the Director of 
Graduate Studies for approval. If the director approves the course, he/she signs it and 
returns it to the Director of Continuing Studies. If the dean does not approve the course, 
notation of non-approval is attached. 
-
7. The course proposal is signed by the Director of Continuing Studies. 
8. Copies of the form are distributed to the faculty member, the department chair, the 
appropriate academic dean, and the Continuing Studies office. 
9. Continuing Studies publicizes courses and workshops in the semester class schedule. 
Occasionally additional promotion, such as a flyer or leaflet, is disseminated. The schedule 
is taken from the course proposal forms, so only courses that have been approved will be 
included. The schedule must be printed early in the term for distribution about mid-
semester so that students may plan. Course offerings that are not planned at least one 
semester prior to the term they are taught cannot be well publicized. [M&C 51 15/92] 
COURSE OFFERINGS 
Schedules of courses to be offered are prepared by the departments, subject to approval by the 
faculty dean, and submitted to the Registrar. Course schedules for summer sessions are requested 
about December 1 by the Associate Vice President for Academic Affairs. [M&C 5115/92] 
CREDIT BY DEPARTMENTAL EXAMINATION 
(CHALLENGE OF MSUM COURSES) 
A student may challenge a course at MSUM through an examination for credit if (1) the course 
can be properly evaluated on the basis of such an examination, (2) the appropriate department 
chairperson gives approval, and (3) the required fee ($7.50 per credit sought) is paid in advance 
to the Business Office. The application form for challenge examinations is available in the Office 
of Academic Affairs. After the examination is completed and evaluated, a grade of Pass (P) or 
Fail (F) and the appropriate credits are recorded on the form which is then forwarded to the 
department chairperson and Academic Affairs Office for approval. 
If the student receives a Pass grade, the credit is placed on his/her permanent record. If he/she 
fails the examination, the form is placed in his/her file but not entered on his/her transcript. 
Credit may not be granted by examination if the student has previously, or is currently, registered 
for an equivalent class. No student may repeat any examination for credit. [M&C 5115/92] 
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C U R R I C U L U M  D E V E L O P M E N T  
C h a n g e s  i n  t h e  c u r r i c u l u m  m a y  b e  p r o p o s e d  b y  i n d i v i d u a l  f a c u l t y  m e m b e r s ,  s t u d e n t s ,  o r  
a d m i n i s t r a t o r s ,  o r  b y  d e p a r t m e n t s  o r  c o m m i t t e e s .  T h e  r o u t e  f o r  s u c h  c h a n g e s  i s  a s  f o l l o w s :  
1 .  P r o p o s a l  ( m o s t  n o r m a l l y  f r o m  a n  a c a d e m i c  d e p a r t m e n t )  t o  t h e  f a c u l t y  d e a n .  
2 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  d e a n  f r o m  w h o s e  a r e a  p r o p o s a l  o r i g i n a t e d .  
3 .  L i b e r a l  S t u d i e s  C o m m i t t e e  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  c o u r s e  i s  p r o p o s e d  f o r  l i b e r a l  
s t u d i e s  c r e d i t .  
4 .  G r a d u a t e  C o u n c i l  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  a p p l i c a b l e .  
5 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  A c a d e m i c  P o l i c y  A d v i s o r  C o u n c i l  ( A P A C ) .  
6 .  E x e c u t i v e  C o u n c i l ,  M S U F A ,  h a s  o p p o r t u n i t y  t o  e x e r c i s e  o p t i o n  o f  M e e t  a n d  C o n f e r .  
7 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  A d m i n i s t r a t i v e  A c a d e m i c  C o u n c i l  ( A A C ) .  
8 .  F i n a l  d e t e r m i n a t i o n  b y  t h e  P r e s i d e n t .  
F o r m s  f o r  n e w  c o u r s e  a n d  n e w  p r o g r a m  p r o p o s a l s  a r e  a v a i  ! a b l e  f r o m  t h e  A c a d e m i c  A f f a i r s  
O f f i c e .  [ M & C  5 / 1 5 / 9 2 ]  
D E P A R T M E N T  B I E N N I A L  R E P O R T S  
T h e  p r i m a r y  p u r p o s e  o f  a c a d e m i c  p r o g r a m  r e v i e w s  i s  t o  s e r v e  M S U M ' s  n e e d  f o r  p l a n n i n g  a n d  
d e c i s i o n - m a k i n g .  E a c h  d e p a r t m e n t / p r o g r a m  a t  t h e  g r a d u a t e  o r  u n d e r g r a d u a t e  l e v e l  s h a l l  b e  
r e v i e w e d  e v e r y  t w o  y e a r s .  T h e  b i e n n i a l  r e p o r t  s h a l l  b e  s u b m i t t e d  t o  t h e  D e a n  o f  t h e  a p p r o p r i a t e  
c o l l e g e .  T h e  D e a n  s h a l l  p r o v i d e  c o m m e n t s  t o  t h e  d e p a r t m e n t  s u b m i t t i n g  t h e  r e p o r t .  T h e  r e p o r t  
i s  t h e n  f o r w a r d e d  t o  t h e  A A C  v i a  t h e  a p p r o p r i a t e  V i c e - P r e s i d e n t  f o r  r e v i e w ,  c o m m e n t ,  a n d  
a c t i o n .  T h e  r e s p o n s e  o f  t h e  M S U M  a d m i n i s t r a t i o n  s h a l l  b e  c o n v e y e d  t o  t h e  m e m b e r s  o f  t h e  
a c a d e m i c  p r o g r a m  i n  a  t i m e l y  f a s h i o n ,  i n c l u d i n g  d e c i s i o n s  f o r  r e s o u r c e  a n d  p e r s o n n e l  a l l o c a t i o n  
a n d  t h e  r a t i o n a l i a  f o r  t h o s e  d e c i s i o n s .  
F o r m a t  ( m a x i m u m  o f  o n e  p a g e  p e r  s e c t i o n ) :  
1 .  N a r r a t i v e  d e s c r i b i n g  a s s e s s m e n t  m e a s u r e s  u s e d  i n  t h e  p r o g r a m  a n d  c h a n g e s  m a d e  a s  a  r e s u l t  
o f  a s s e s s m e n t  a c t i v i t i e s  o v e r  t h e  p e r i o d  c o v e r e d  b y  t h e  r e p o r t .  
2 .  N a r r a t i v e  d e s c r i b i n g  g l o b a l  a n d  r e g i o n a l  o u t r e a c h  e f f o r t s  o f  t h e  p r o g r a m .  
3 .  E x p l a n a t i o n  o f  i m p o r t a n t  c u r r i c u l a r  a c h i e v e m e n t s  a n d  g o a l s  d u r i n g  t h e  a s s e s s m e n t  p e r i o d .  
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4. Summary of faculty research, scholarship and/or creative activity during the assessment 
period. 
5. Summary of professional development activities, including programs attended or sponsored 
and grants received or pending. 
6. Summary of emerging sectors or disciplines within the parameters of the program and the 
department's efforts to cope with these chali'enges. 
7. A summary of programmatic strengths and weaknesses, the department's strategy for dealing 
with these, and a projection of departmental resources and funding necessary to remedy 
problems and expand strengths. 
Data relevant to an assessment of the program available from institutional research sources shall 
be appended to the narrative report prior to submission to the dean of the college. The 
institutional research data for each program shall be presented in a uniform manner. 
[M&C 4/30/98] 
EVENING COURSES 
Each evening course is required to meet at its regularly scheduled times throughout the term. 
The normal number of meeting times is 16, but under no circumstances may a class meet fewer 
than 15 times. The class must meet during the "final class schedule" dayf.. [M&C 5/15/92] 
EXAMINATIONS 
All instructors of courses are expected to evaluate effectively the performance of the students in 
their classes. However, there may be some classes where formal examinations may not be 
appropriate. Many faculty members give major examinations at approximately the middle of each 
term and again at the end of the term. Final Class Periods during the last week of the term are 
scheduled by the Registrar, and each one may last for as long as two hours. These class periods 
may not be rescheduled without the permission of the Vice President for Academic Affairs. 
All instructors are expected to utilize the Final Class Schedule for its intended purpose; i.e., final 
examinations or other appropriate classroom activity. Student requests for early examinations 
during final class schedule must be referred to the appropriate dean for review and approval. 
[M&C 5/15/92] 
EXTERNAL STUDIES 
External Studies provides a service for students who generally cannot be on campus regularly 
during business hours and therefore need some extra help if they are to work on a bachelor's 
degree. Almost all of them are older than average students. Responsibilities such as jobs and 
families make going to college a little more difficult, as does living a distance from campus. 
External Studies advisors serve as a liaison with the campus for these students. Conventional 
students can stop by an office on campus and take care of problems as they come up, but students 
who can't be on campus during the day unless they take time off at work find it much more 
1 8  
A c a d e m i c  P o l i c i e s  a n d  P r o c e d u r e s  
d i f f i c u l t  t o  t a k e  c a r e  o f  s u c h  t h i n g s ,  a n d  l i t t l e  p r o b l e m s  m a y  b e c o m e  l a r g e  p r o b l e m s .  I n  a d d i t i o n ,  
p e o p l e  w h o  c o m e  t o  c a m p u s  o n l y  w h e n  t h e y  h a v e  c l a s s e s  m a y  n o t  h a v e  t h e  n e t w o r k  o f  f r i e n d s  
w h i c h  h e l p s  s u p p l y  i n f o r m a t i o n  f o r  t r a d i t i o n a l  s t u d e n t s .  T h e y  c a n  c a l l  a n  E x t e r n a l  S t u d i e s  
a d v i s o r ,  w h o  m a y  b e  a b l e  t o  s o l v e  t h e  p r o b l e m  b y  c o n t a c t i n g  s o m e o n e  o n  c a m p u s  f o r  t h e  s t u d e n t ,  
o r  b y  a d v i s i n g  t h e  s t u d e n t  w h o  t o  c o n t a c t  a n d  h o w  t o  r e a c h  t h a t  p e r s o n .  
B y  v a r y i n g  t h e  d e l i v e r y  s y s t e m ,  M S U M  s e r v e s  n o n t r a d i t i o n a l  s t u d e n t s  w h o  a r e  w o r k i n g  o n  
b a c h e l o r ' s  d e g r e e s .  S t u d e n t s  t a k e  e v e n i n g ,  S a t u r d a y  a n d  o n e - t o - o n e  p a c k a g e d  c o u r s e s ,  a n d  
s o m e t i m e s  d a y t i m e  c l a s s e s  w h e n  t h a t  i s  p o s s i b l e .  T h e  s a m e  b a c h e l o r ' s  d e g r e e s  a w a r d e d  t o  
c o n v e n t i o n a l  s t u d e n t s  b~come m o r e  a t t a i n a b l e  t o  s t u d e n t s  w h o  m i g h t  o t h e r w i s e  f i n d  c o l l e g e  
s t u d y  u n a v a i l a b l e  t o  t h e m  f o r  n o n - a c a d e m i c  r e a s o n s .  
N o t  a l l  m a j o r s  a r e  a v a i l a b l e  t h r o u g h  e v e n i n g ,  S a t u r d a y ,  o r  o n e - t o - o n e  p a c k a g e d  c o u r s e s .  W h i l e  a  
f e w  m a j o r s  c a n  b e  c o m p l e t e d  e x t e r n a l l y ,  m o s t  c a n n o t  b e  c o m p l e t e d  w i t h o u t  d a y t i m e  c l a s s e s .  
M a n y  E x t e r n a l  S t u d i e s  s t u d e n t s  f i n d  t h a t  t h e y  c a n  t a k e  t h e  m o r e  a c c e s s i b l e  k i n d s  o f  c o u r s e s  f o r  a  
t i m e ,  b u t  t h e n  t h e y  m u s t  c o m e  o n  c a m p u s  f o r  s e v e r a l  s e m e s t e r s  o f  d a y t i m e  c l a s s e s .  I n  o t h e r  
w o r d s ,  t h e  p r o g r a m  i s  n o t  t r u l y  " e x t e r n a l "  a s  i t  i s  o n  s o m e  c a m p u s e s ,  b u t  m a n y  s t u d e n t s  f i n d  t h a t  
g e t t i n g  s t a r t e d  " e x t e r n a l l y "  i s  a  g r e a t  h e l p .  
S t u d e n t s  w h o  a r e  n o t  r o u t i n e l y  o n  c a m p u s  d u r i n g  b u s i n e s s  h o u r s ,  w h o  a r e  p r o b a b l y  m o v i n g  a t  a  
s l o w e r  p a c e ,  a n d  w h o  h a v e  s u b s t a n t i a l  r e s p o n s i b i l i t i e s  o f f  c a m p u s  n e e d  a  d i f f e r e n t  k i n d  o f  
a d v i s i n g  t h a n  c o n v e n t i o n a l  s t u d e n t s .  E x t e r n a l  S t u d i e s  a d v i s i n g  i s  d o n e  l a r g e l y  b y  m a i l  a n d  
t e l e p h o n e ,  r a t h e r  t h a n  b y  h a v i n g  s t u d e n t s  d r o p  i n  d u r i n g  p o s t e d  o f f i c e  h o u r s .  
T o  b e c o m e  a n  E x t e r n a l  S t u d i e s  m e m b e r ,  a  s t u d e n t  m u s t  f i l e  a  w r i t t e n  e d u c a t i o n a l  p l a n  w i t h  a n  
E x t e r n a l  S t u d i e s  a d v i s o r .  T h i s  p l a n  i n c l u d e s  b o t h  c o m p l e t e d  a s  w e l l  a s  p l a n n e d  c o u r s e s  f o r  
L i b e r a l  S t u d i e s ,  m a j o r ,  a n d  e l e c t i v e  p o r t i o n s  o f  a  b a c h e l o r ' s  d e g r e e .  
T r a n s c r i p t s  a n d  r e g i s t r a t i o n s  a r e  m o n i t o r e d ,  a n d  a n  a n n u a l  r e v i e w  i s  c o n d u c t e d  f o r  E x t e r n a l  
S t u d i e s  m e m b e r s .  
O n e - t o - o n e  P a c k a g e d  C o u r s e s  
O n e - t o - o n e  p a c k a g e d  c o u r s e s  a l l o w  s t u d e n t s  t o  c o m p l e t e  c o u r s e s  w i t h  l i t t l e  o r  n o  c l a s s r o o m  
a t t e n d a n c e .  T h e  " p a c k a g e "  t h a t  s t u d e n t s  t a k e  h o m e  w i t h  t h e m  m a y  i n c l u d e  s l i d e s  o r  t a p e s  a n d  a  
s t u d y  g u i d e  i n  a d d i t i o n  t o  t h e  t e x t b o o k .  E x a m s  a r e  m a i l e d  t o  a  s u i t a b l e  p r o c t o r  o r  m a y  b e  t h e  
t a k e - h o m e  v a r i e t y .  
P a c k a g e d  c o u r s e s  w o r k  w e l l  f o r  p e o p l e  w h o  l i v e  a  d i s t a n c e  a w a y  f r o m  c a m p u s ,  h a v e  a  j o b  t h a t  
r e q u i r e s  t r a v e l i n g ,  o r  w o r k  a l t e r n a t i v e  s h i f t s .  T h e y  h a v e  b e e n  a  h e l p  t o  s o m e ,  a l t h o u g h  s t u d e n t s  
a l w a y s  s a y  t h a t  c o m i n g  t o  c l a s s  i s  a  b e t t e r  w a y  t o  l e a r n .  
F a c u l t y  w h o  t e a c h  o n e - t o - o n e  c o u r s e s  a r e  p a i d  a c c o r d i n g  t o  t h e  I F O  c o n t r a c t .  T h e  f a c u l t y  
m e m b e r  i s  r e s p o n s i b l e  f o r  p u t t i n g  t o g e t h e r  t h e  p a c k a g e  a n d  k e e p i n g  i t  u p  t o  d a t e .  S t u d e n t s  
p u r c h a s e  t h e  m a t e r i a l s  i n  t h e  b o o k s t o r e .  
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Students may register for an one-to-one packaged course at any time and have one year in which 
to complete it, although completion within the term of registration is encouraged and may be 
required for financial aid purposes. At the end of the first term, if the course has not been 
finished, a grade of "X" is recorded. If not finished by the end of the second term, an "I" replaces 
the "X." If the course is not finished after a year, the grade becomes an "F," and the student has 
to register again if he or she chooses to finish it. 
Saturday Packaged Courses 
Every term, a group of courses is offered on Saturdays with enough hours to provide some 
contact with the instructor and some group discussion or activities for students. A class with the 
full number of contact hours is better yet, but this is a good compromise scheduled to meet class 
mmtmums. 
Faculty who teach Saturday packaged courses are paid through Continuing Education, typically 
as an overload teaching assignment according to the agreement. Faculty who teach Saturday 
packaged classes should include student assessment of these courses as a part of the faculty 
evaluation process described by the IFO/MnSCU Agreement. (Article 22, Section D, Subd. 1.) 
Credit For Prior Learning 
Students may apply for credits for college-level prior learning. Such learning must be 
documented and then evaluated by a MSUM faculty member who has expertise in that area. 
Documentation may be a portfolio, an oral interview or exam, a paper and pencil test, c. product 
such as a work of art, or a demonstration or performance. When this process is satisfactorily 
completed, the credits are recorded on the student's transcript as "External Studies Field 
Experience" with a "P" grade. Students pay a fee per credit applied for. Faculty are paid per 
credit for their evaluations. Further information and the forms used for application for credit for 
prior learning are available in the External Studies office. [M&C 5/15/92] 
FACULTY -AUTHORED TEXTS 
According to Minnesota Law, faculty members who have published books may not designate 
such books as required texts, without the written permission of the appropriate faculty dean. 
[M&C 5/15/92] 
FINAL TERM GRADES 
Final class lists are sent to instructors approximately one week prior to final examinations. Final 
grades are expected in the Records Office at 3 p.m. on the last duty day of the semester (listed on 
calendar). It is imperative that all grades be in on time so that they can be included in grade 
reports to students. Passing grades include A, B, C, and D. For a failure the grade of "F" is used. 
Incomplete grades may be indicated, as well. See policy under "Incomplete Credits." 
[M&C 5/15/92] 
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F I R S T  Y E A R  E X P E R I E N C E  ( F Y E )  
T h e  F i r s t  Y e a r  E x p e r i e n c e  ( F Y E )  p r o g r a m  b e g a n  i n  1 9 9 5  o n  a n  e x p e r i m e n t a l  b a s i s .  T h e  o n e -
c r e d i t  c o u r s e  p r o v i d e s  n e w  e n t e r i n g  s t u d e n t s  w i t h  a n  i n t r o d u c t i o n  t o  t h e  d e m a n d s  a n d  c h a l l e n g e s  
o f  h i g h e r  e d u c a t i o n .  T h e  c o u r s e  i s  d e s i g n e d  t o  s t r e n g t h e n  s t u d e n t s  s u c c e s s  i n  c o l l e g e  t h r o u g h  
p e r s o n a l  a n d  a c a d e m i c  s k i l l s  d e v e l o p m e n t .  T h e  s k i l l s  i n c l u d e :  s t u d y  s k i l l s ,  n o t e t a k i n g ,  t i m e  
m a n a g e m e n t ,  c r i t i c a l  t h i n k i n g ,  c a r e e r / l i f e  p l a n n i n g ,  a n d  i n t e r p e r s o n a l  r e l a t i o n s h i p s .  
[ A P A C  4 1 1 8 / 9 5 ]  
G R A D E  A P P E A L  G U I D E L I N E S  
A .  A  s t u d e n t  h a s  a  r i g h t  t o  e x p e c t  t h o u g h t f u l  a n d  c l e a r l y  d e f i n e d  a p p r o a c h e s  t o  c o u r s e  g r a d i n g ,  
b u t  i t  m u s t  b e  r e c o g n i z e d  t h a t  v a r i e d  s t a n d a r d s  a n d  i n d i v i d u a l  a p p r o a c h e s  t o  g r a d i n g  a r e  
v a l i d .  C o u r s e  g r a d i n g  m e t h o d s  s h o u l d  b e  t h o r o u g h l y  e x p l a i n e d  t o  s t u d e n t s  a t  t h e  b e g i n n i n g  
o f  t h e  s e m e s t e r  a n d  m u s t  a p p e a r  o n  t h e  c o u r s e  s y l l a b u s .  
B .  I n  a  c o u r s e  g r a d e  a p p e a l ,  o n l y  a r b i t r a r i n e s s ,  p r e j u d i c e ,  a n d / o r  e r r o r  w i l l  b e  c o n s i d e r e d  a s  
l e g i t i m a t e  b a s e s  f o r  a n  a p p e a l .  
A r b i t r a r i n e s s :  T h e  g r a d e  a w a r d e d  r e p r e s e n t s  s u c h  a  s u b s t a n t i a l  d e p a r t u r e  f r o m  a c c e p t e d  
a c a d e m i c  n o r m s  a s  t o  d e m o n s t r a t e  t h a t  t h e  i n s t r u c t o r  d i d  n o t  a c t u a l l y  e x e r c i s e  
p r o f e s s i o n a l  j u d g m e n t .  
P r e j u d i c e :  T h e  g r a d e  a w a r d e d  w a s  m o t i v a t e d  b y  i l l  w i l l ,  a n d  i s  n o t  i n d i c a t i v e  o f  r h e  
s t u d e n t ' s  a c a d e m i c  p e r f o r m a n c e .  
E r r o r :  T h e  i n s t r u c t o r  m a d e  a  m i s t a k e  i n  f a c t ,  o r  f a i l e d  t o  g i v e  s t u d e n t s  a d e q u a t e  n o t i c e  
o f  g r a d i n g  p o l i c i e s .  
I f  a  s t u d e n t  b e l i e v e s  t h a t  d i s c r i m i n a t i o n  o r  h a r a s s m e n t  w a s  a  f a c t o r  i n  t h e  d e t e r m i n a t i o n  o f  
t h e  c o u r s e  g r a d e  a w a r d e d ,  a  c o m p l a i n t  s h o u l d  b e  f i l e d  w i t h  t h e  A f f i r m a t i v e  A c t i o n  O f f i c e r  
u n d e r  M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  p o l i c y ,  1  B .  I  N o n d i s c r i m i n a t i o n  i n  
E m p l o y m e n t  a n d  E d u c a t i o n  O p p o r t u n i t y  ( s e e  M S U  1 9 9 9 - 2 0 0 0  D r a g o n  D e t a i l s  S t u d e n t  
H a n d b o o k ,  p a g e s  6 4 - 6 6 ) .  
C .  A  s t u d e n t  m a y  a p p e a l  a  g r a d e  r e d u c e d  f o r  a c a d e m i c  d i s h o n e s t y  t h r o u g h  t h e  C o u r s e  G r a d e  
A p p e a l  P o l i c y .  
D .  T h e  C o u r s e  G r a d e  A p p e a l  p r o c e s s  m u s t  b e  i n i t i a t e d  b y  t h e  s t u d e n t  p r i o r  t o  t h e  c l o s e  o f  w e e k  
s i x  o f  t h e  f o l l o w i n g  s e m e s t e r .  I f  t h e  s t u d e n t  m o v e s  t o  t h e  f o r m a l  p r o c e s s  t h a t  m u s t  b e  d o n e  
b e f o r e  t h e  e n d  o f  t h e  s e m e s t e r  i n  w h i c h  t h e  a p p e a l  w a s  i n i t i a t e d .  I n  c a s e s  w h e r e  a n  
i n c o m p l e t e  w a s  o r i g i n a l l y  a s s i g n e d ,  a n  a p p e a l  m u s t  b e  m a d e  w i t h i n  s i x  w e e k s  o f  t h e  d a t e  t h e  
f i n a l  g r a d e  i s  p o s t e d  b y  t h e  R e g i s t r a r ' s  o f f i c e  a n d  a v a i l a b l e  t o  t h e  s t u d e n t  o n  t h e  w e b .  I n  t h i s  
l a t t e r  s i t u a t i o n ,  i f  t h e  s t u d e n t  m o v e s  t o  t h e  f o r m a l  p r o c e s s ,  t h a t  m u s t  b e  d o n e  d u r i n g  t h e  f i r s t  
t e n  w e e k s  o f  t h e  n e x t  a c a d e m i c  y e a r  t e r m .  
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E. Normally, the Course Grade Appeal process will be completed during the semester in which 
the appeal is filed. 
F. The Course Grade Appeal Process 
1. The informal steps: 
a. The student will discuss the issue with the instructor, and may consult with the 
department chairperson, in an attempt to resolve the matter. 
b. If the matter is not satisfactorily resolved, the student will discuss the issue with the 
dean in whose college the course was offered. If the matter cannot be resolved 
informally, the student may choose to file a formal appeal. 
2. The formal grade appeal : 
a. The student will request a Course Grade Appeal form from the dean. The student will 
submit it along with any supporting documentation to the dean. The student should 
keep a copy. The dean will send a copy of the Appeal form and supporting 
documentation to the instructor. 
b. The dean will talk to the instructor and to the student to attempt resolution. 
c. If no resolution can be reached, the dean will appoint an ad hoc committee and will 
serve as a resource for the committee. The committee will consist of one faculty 
member from the academic department offering the course, two faculty members 
from other departments within the college, and two upper division students who are 
majors in fields represented in that college. The dean shall designate one of the 
faculty members as chairperson. 
d. The instructor of the course will submit a written response to the appeal using the 
form provided and such other materials as the instructor chooses to enclose. A copy 
of those materials will be given to the student, however any material protected by data 
privacy statutes will be redacted. 
e. The ad hoc appeals committee performs an investigative role and may request 
additional written information from the student and/or the instructor through the 
committee chairperson or the dean. 
f. Based on the information gathered, the committee will prepare written findings with 
regard to the issues raised in the appeal, that is, the alleged arbitrariness, prejudice, 
and/or error on the part of the instructor. The committee will speak to one or more of 
the criteria as the basis for its findings . The committee chairperson will forward 
written findings to the student, to the instructor, and to the dean. 
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g .  T h e  i n s t r u c t o r  a n d  t h e  s t u d e n t  m a y  e a c h  r e s p o n d  i n  w r i t i n g  t o  t h e  d e a n  t h a t  t h e  
c o m m i t t e e ' s  f i n d i n g s  a r e  a c c e p t a b l e  o r  u n a c c e p t a b l e .  I f  e i t h e r  d o e s  n o t  r e s p o n d  
w i t h i n  s e v e n  d a y s ,  t h e  d e a n  w i l l  a s s u m e  t h a t  t h e  c o m m i t t e e ' s  w r i t t e n  f i n d i n g s  a r e  
a c c e p t a b l e  t o  t h a t  p e r s o n .  
h .  I f  n o  r e s o l u t i o n  h a s  b e e n  r e a c h e d ,  t h e  d e a n  w i l l  r e v i e w  t h e  w r i t t e n  f i n d i n g s  o f  t h e  
c o m m i t t e e  a n d  t h e  r e s p o n s e s  o f  t h e  i n s t r u c t o r  a n d  t h e  s t u d e n t .  T h e  d e a n  w i l l  t h e n  
m a k e  a  r e c o m m e n d a t i o n  t o  t h e  v i c e  p r e s i d e n t  f o r  a c a d e m i c  a f f a i r s ,  a t t a c h i n g  t h e  
c o m m i t t e e ' s  w r i t t e n  f i n d i n g s ,  w r i t t e n  m a t e r i a l s  g a t h e r e d ,  a n d  t h e  p a r t i e s '  r e s p o n s e s .  
A  c o p y  o f  t h e  d e a n ' s  r e c o m m e n d a t i o n  t o  t h e  v i c e  p r e s i d e n t  s h a l l  b e  p r o v i d e d  t o  t h e  
s t u d e n t  a n d  t h e  i n s t r u c t o r .  
1 .  T h e  v i c e  p r e s i d e n t  f o r  a c a d e m i c  a f f a i r s ,  o r  d e s i g n e e ,  w i l l  r e v i e w  a l l  t h e  m a t e r i a l s ,  a n d  
w i l l  m a k e  a  r e c o m m e n d a t i o n  t o  t h e  P r e s i d e n t ,  o r  d e s i g n e e ,  w h o  s h a l l  m a k e  t h e  f i n a l  
d e c i s i o n .  C o p i e s  o f  t h e  v i c e  p r e s i d e n t ' s  r e c o m m e n d a t i o n  t o  t h e  P r e s i d e n t  s h a l l  b e  
p r o v i d e d  t o  t h e  s t u d e n t  a n d  t h e  i n s t r u c t o r .  
J .  T h e  f i n a l  d e c i s i o n  m a y  t a k e  t h e  f o r m  o f  a :  
1 )  r e c o m m e n d a t i o n  t o  t h e  i n s t r u c t o r  a n d / o r  
2 )  c h a n g e  o f  g r a d e  a n d  / o r  
3 )  d e t e r m i n a t i o n  t h a t  n o  a c t i o n  i s  w a r r a n t e d .  
k .  I f  a t  a n y  t i m e  d u r i n g  t h e  f o r m a l  C o u r s e  G r a d e  A p p e a l  P r o c e s s  r e s o l u t i o n  i s  r e a c h e d ,  
t h e  C o u r s e  G r a d e  A p p e a l  P r o c e s s  t e r m i n a t e s .  
G R A D E  P O I N T  A V E R A G E  
E f f e c t i v e  F a l l  1 9 9 9  
[ R e v i s e d  5 / 2 8 / 0 2 ]  
A l l  s t u d y  f o r  u n i v e r s i t y  c r e d i t  i s  r e c o r d e d  w i t h  t h e  f o l l o w i n g  g r a d e  p o i n t  a s s i g n m e n t s :  
E x c e l l e n t  
T h e  g r a d e  p o i n t  a v e r a g e  ( G P A )  i s  c o m p u t e d  b y  d i v i d i n g  t h e  n u m b e r  o f  g r a d e  p o i n t s  e a r n e d  i n  a  
g i v e n  c o u r s e  b y  t h e  n u m b e r  o f  c r e d i t s  a t t e m p t e d .  C r e d i t s  w i t h  g r a d e s  o f  " P " ,  " I " ,  " I P " ,  " A U " ,  o r  
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"W" are not included in computing the grade point average. Credits with grades of "F" are 
included in computing the grade point average. 
Only those credits and grades earned at MSUM are used to compute the GPA. 
[Approved 12/1198] 
GRADUATE PROGRAM REVIEW 
The text of the program review will have three sections: a self-study compiled by the program 
committee, a summary report written by the visiting program evaluator, and the conclusions of 
the Review Committee which is appointed by the Graduate Council. These three reports shall be 
forwarded to the College Dean and to the Director of Graduate Studies. 
Areas to be covered in the program committee self-study: 
1. Statement of current program goals and objectives (with an ongoing focus) and how these 
relate to the mission of the university. 
2. An assessment of progress in attaining specified goals. 
3. Program-defined evaluation objectives. There is some leeway here: the question "What do 
you need feedback on?" should guide the decision of what to include. 
4. Quality and quantity of students: 
a. Table of number of students by year. 
b. List of students receiving graduate degrees, year granted, advisor's name, and current 
employment status (if known.) 
5. Follow-up of graduates: alumni survey or alumni evaluation of program effectiveness would 
be appropriate. 
6. Brief history of program with description of program administration. 
7. Program of study. Include a curriculum commentary: What issues are affecting the program 
currently and how are these being addressed? A description of the current requirements is 
appropriate here as well. 
8. Faculty: current brief c.v. for each faculty teaching in the program. 
9. Program resources: What are the program needs? What faculty resources and other support 
of the university are necessary so that courses can be offered and the program can prosper? 
What about library needs? What is needed or supplied in the area of marketing or outreach? 
What research monies has the program generated and how many graduate students have been 
supported through assistantships or research? 
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T h e  R E V I E W  C O M M I T T E E  s h a l l  b e  m a d e  u p  o f  t h e  d e g r e e  c o o r d i n a t o r  o r  d e s i g n e e  s e r v i n g  e x  
o f f i c i o ,  t w o  m e m b e r s ,  i n c l u d i n g  t h e  c h a i r p e r s o n  o f  t h e  r e v i e w  t e a m ,  s e l e c t e d  b y  t h e  G r a d u a t e  
C o u n c i l  ( f r o m  a  p o s s i b l e  r a n k e d  l i s t  o f  t h r e e  o r  f o u r  r e c o m m e n d e d  t o  t h e  d e g r e e  p r o g r a m  w h o  
w i l l  a c c e p t  o r  n e g o t i a t e ) ,  a n d  t w o  m e m b e r s  o f  t h e  g r a d u a t e  f a c u l t y  w h o  a r e  s u g g e s t e d  b y  t h e  
p r o g r a m  b e i n g  r e v i e w e d .  T h i s  c o m m i t t e e  w i l l  r e v i e w  t h e  m a t e r i a l s  p r e p a r e d  b y  t h e  p r o g r a m  
c o m m i t t e e ,  m e e t  w i t h  t h e  o u t s i d e  e v a l u a t o r ,  a n d  w r i t e  a  r e p o r t ,  f a i r l y  b r i e f  a n d  t o  t h e  p o i n t ,  b a s e d  
o n  t h e s e  i n v e s t i g a t i o n s  s p e a k i n g  t o  s t r e n g t h s  a n d  w e a k n e s s e s  o f  p r o g r a m  b e i n g  r e v i e w e d .  
T h e  O U T S I D E  E V A L U A T O R  w i l l  c o m e  t o  t h e  c a m p u s  f o r  a  o n e - d a y  o r  t w o - d a y  v i s i t  t o w a r d  t h e  
e n d  o f  t h e  p r o c e s s .  A  s c h e d u l e  o f  a p p r o p r i a t e  m e e t i n g s  w i l l  b e  a r r a n g e d  a n d  t h e  p r o g r a m  
c o m m i t t e e  r e p o r t  s h a l l  b e  a v a i l a b l e  a s  a  b a s i s  f o r  t h e  e v a l u a t i o n .  T h e  e v a l u a t o r  w i l l ,  a s  a  p a r t  o f  
h i s  o r  h e r  d u t i e s ,  w r i t e  a  r e p o r t  t o  b e  s u b m i t t e d  a s  a  p a r t  o f  t h e  r e v i e w  p r o c e s s .  
[ A p p r o v e d  b y  G r a d u a t e  C o u n c i l  3 / 3 1 / 8 7 ]  
G R A D U A T E  S T U D I E S  P R O G R A M M A T I C  A P P E A L S  P R O C E D U R E  
A d m i s s i o n ,  t e r m i n a t i o n ,  d e g r e e  r e q u i r e m e n t s ,  a n d  o t h e r  s u c h  m a t t e r s  m a y  b e  a p p e a l e d  a t  t h e  
a p p r o p r i a t e  a d m i n i s t r a t i v e  l e v e l .  F o r  e x a m p l e ,  i f  t h e  d e p a r t m e n t  r e c o m m e n d s  a d m i s s i o n ,  b u t  t h e  
C o l l e g e  D e a n  d e n i e s  i t ,  t h e  i n i t i a l  a p p e a l  i s  m a d e  t o  t h e  C o l l e g e  D e a n ,  n o t  t h e  d e p a r t m e n t  o r  
p r o g r a m  c h a i r .  T h e  o r d e r  o f  a p p e a l  i s  f r o m  t h e  p r o g r a m  c o o r d i n a t o r  o r  c h a i r ,  t o  t h e  C o l l e g e  
D e a n ,  t o  t h e  G r a d u a t e  S t u d i e s  P r o g r a m m a t i c  A p p e a l s  C o m m i t t e e ,  t o  t h e  V i c e  P r e s i d e n t  f o r  
A c a d e m i c  A f f a i r s .  [ A P A C  l l / 7  / 9 5 ]  
I N - P R O G R E S S  C O U R S E S  
W h e n  t h e  n a t u r e  o f  t h e  c o u r s e ,  f o r  e x a m p l e  a  m a s t e r ' s  d e g r e e  t h e s i s ,  i s  s u c h  t h a t  t h e  r e q u i r e m e n t  
f o r  i t  c a n n o t  b e  c o m p l e t e d  d u r i n g  a  t e r m ,  a  g r a d e  o f  " X , "  t o  s i g n i f y  " I n  P r o g r e s s "  s h o u l d  b e  
s u b m i t t e d .  A n  " X "  g r a d e  s h o u l d  n o t  b e  c o n f u s e d  w i t h ,  n o r  u s e d  i n  l i e u  o f ,  a n  I n c o m p l e t e  ( " I " )  
g r a d e .  F o r m s  a r e  a v a i l a b l e  i n  t h e  R e c o r d s  O f f i c e  f o r  c o n v e r s i o n  o f  a n  " X "  g r a d e .  
[ M & C  5 / 1 5 / 9 2 ]  
I N C O M P L E T E  C R E D I T S  
T h e  m a r k  o f  " I "  ( I n c o m p l e t e )  i s  g r a n t e d  w h e n  t h e  s t u d e n t  i s  u n a b l e  t o  c o m p l e t e  c o u r s e  
r e q u i r e m e n t s  f o r  r e a s o n s  b e y o n d  h i s / h e r  c o n t r o l  a n d  w h e n  a r r a n g e m e n t s  h a v e  b e e n  m a d e  w i t h  t h e  
i n s t r u c t o r  p r i o r  t o  t h e  e n d  o f  t h e  t e r m .  
I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  s t u d e n t  t o  a s c e r t a i n  t h e  i n s t r u c t o r ' s  r e q u i r e m e n t s  f o r  m a k i n g  u p  a n  
I n c o m p l e t e .  A  R e m o v a l  o f  I n c o m p l e t e  f o r m  m u s t  b e  c o m p l e t e d  a n d  s i g n e d  b y  t h e  s t u d e n t  a n d  
f a c u l t y  p r i o r  t o  i s s u a n c e  o f  a n  I n c o m p l e t e  g r a d e .  A n y  u n f i n i s h e d  w o r k  i s  l i s t e d  o n  t h e  f o r m .  A  
c o p y  o f  t h e  f o r m  m u s t  b e  a t t a c h e d  t o  t h e  c l a s s  g r a d e  r e p o r t  w h e n  i t  i s  s u b m i t t e d  t o  t h e  R e c o r d s  
O f f i c e  a t  t h e  e n d  o f  t h e  t e r m .  
A n  I n c o m p l e t e  m u s t  b e  m a d e  u p  d u r i n g  t h e  n e x t  t e r m  i n  w h i c h  t h e  s t u d e n t  i s  e n r o l l e d .  W h e n  
r e q u i r e m e n t s  h a v e  b e e n  m e t ,  t h e  i n s t r u c t o r  c o m p l e t e s  t h e  v e r i f i c a t i o n  s e c t i o n  o f  t h e  R e m o v a l  o f  
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Incomplete form and submits it to the Records Office. If the Incomplete is not removed in the 
time allowed, it changes to an "F." 
A student who wishes to make up an Incomplete by attending the class in a subsequent term must 
register and pay for the class and file a "Repeated Course" form. 
INDIVIDUALIZED MAJOR 
The individualized major at MSUM is an alternative to the traditional major, available to 
students whose academic needs are unique. Students who believe that a self-designed program of 
study would better fit their personal academic and professional goals may design such a major. 
This may be a cross-disciplinary major or a variation of a concentration in a traditional catalog 
maJor. 
The individualized major should exemplify a sound academic and professional objective. That 
objective should be stated clearly and cogently in the proposal. The plan for this major should 
include sufficient breadth, depth and academic rigor. 
Each student's plan for an individualized major is unique and will require careful consideration, 
and ultimately, an evaluative judgment. Early planning of the individualized major with the 
student's academic advisor is strongly recommended. 
Title 
The title of the individualized major must reflect a coherent academic plan capable of being 
recognized as such by academic officials and employers. The title of the individualized major 
should be clear and concise and the title should logically relate to the theme of the courses 
comprising the individualized major. 
1. The title may not duplicate the name of an already existing approved traditional major 
available at MSUM, Concordia College, or North Dakota State University. If the 
individualized major reflects the development of a new concentration, emphasis or program 
within a department, the title must be different than the traditional majors approved for that 
department. It is appropriate to plan an individualized major based on a traditional major 
available at another college or university, with the exception of Tri-College schools. 
2. The title may not suggest the completion of certifiable curricula normally offered by 
collegiate institutions, because that can be done only with traditional majors. If a student 
includes, in an individualized major, part of a group of courses that are required for a 
particular licensure or certification, the title of the major should not suggest that the student 
has met the requirements for that licensure. For example, a major which includes several 
education courses should not carry a title which implies teaching licensure. For another 
example, a plan which includes social work courses should not lead anyone to believe that 
finishing the individualized major will provide the student the certification provided by a 
Bachelor of Social Work. 
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3 .  T h e  t i t l e  o f  t h e  i n d i v i d u a l i z e d  m a j o r  m a y  r e f l e c t  o n l y  t h o s e  a c a d e m i c  a r e a s  i n c l u d e d  i n  t h e  
c u r r i c u l u m  a t  M S U M .  F o r  e x a m p l e ,  a  s t u d e n t  w h o  t r a n s f e r s  m e d i a  e d u c a t i o n  c o u r s e s  f r o m  
S t .  C l o u d  S t a t e  U n i v e r s i t y  c o u l d  n o t  d o  a n  i n d i v i d u a l i z e d  m a j o r  a t  M S U M  a n d  c a l l  i t  
" m e d i a  e d u c a t i o n " ;  s u c h  a n  i n d i v i d u a l i z e d  m a j o r  w o u l d  h a v e  t o  c a r r y  a  d i f f e r e n t  t i t l e  
r e f l e c t i n g  t h e  M S U M  c o n t e n t  o f  t h e  m a j o r .  F o r  a n o t h e r  e x a m p l e ,  a  s t u d e n t  w h o  t r a n s f e r s  i n  
a  g r o u p  o f  e n g i n e e r i n g  c o u r s e s  c o u l d  n o t  c o m p l e t e  a  d e g r e e  a t  M S U M  c a l l e d  " e n g i n e e r i n g " .  
C r e d i t  R e q u i r e m e n t s  
1 .  E a c h  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a t  l e a s t  4 8  c r e d i t s .  I t  m a y  i n c l u d e  m o r e  t h a n  4 8  
c r e d i t s  b u t  n o t  J e s s .  
2 .  N o  m o r e  t h a n  1 6  p r e v i o u s l y  c o m p l e t e d  c r e d i t s  m a y  b e  i n c l u d e d  i n  t h e  p l a n  f o r  a n  
i n d i v i d u a l i z e d  m a j o r .  N o  m a t t e r  h o w  m a n y  c r e d i t s  a  s t u d e n t  h a s  f i n i s h e d  a t  M S U M  o r  
t r a n s f e r r e d  i n ,  n o  m o r e  t h a n  1 6  o f  t h o s e  c r e d i t s  m a y  b e  i n c l u d e d  i n  t h e  p l a n  f o r  t h e  m a j o r .  
T h e  r e s t  w i l l  b e  u s e d  t o  m e e t  l i b e r a l  s t u d i e s  r e q u i r e m e n t s  o r  a s  f r e e  e l e c t i v e  c r e d i t s .  T h i s  
a p p l i e s  t o  c o u r s e  w o r k  c o m p l e t e d  a t  t h e  t i m e  t h e  p l a n  i s  s u b m i t t e d  f o r  a p p r o v a l .  
T r a d i t i o n a l  m a j o r s  r e p r e s e n t  m a n y  h o u r s  o f  d e p a r t m e n t a l  d i s c u s s i o n  a n d  p l a n n i n g  a s  w e l l  a s  
A P A C  a p p r o v a l ,  w h i c h  i s  l o s t  i n  t h e  c a s e  o f  i n d i v i d u a l i z e d  m a j o r s .  S o m e  o f  t h a t  p l a n n i n g  
a n d  u s e  o f  f a c u l t y  e x p e r t i s e  m u s t  b e  a p p l i e d  t o  i n d i v i d u a l i z e d  m a j o r s ,  t h u s  t h e  m a j o r  m u s t  
b e  p l a n n e d  b e f o r e  t h e  c o u r s e s  a r e  t a k e n .  
3 .  E a c h  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a  c o n c e n t r a t i o n  o f  n o  l e s s  t h a n  1 8  a n d  n o  m o r e  
t h a n  2 8  c r e d i t s  i n  a  s i n g l e  r u b r i c  o r  f i e l d  o f  r e l a t e d  s u b j e c t s :  
a .  R u b r i c  i s  a  h e a d i n g ,  c l a s s i f i c a t i o n ,  c a t e g o r y  o r  n a m e .  O f t e n  t h e  r u b r i c  u s e d  i s  t h e  
n a m e  o f  t h e  d e p a r t m e n t ,  b u t  i t  m a y  b e  a  s p e c i a l i z a t i o n  w i t h i n  a  d e p a r t m e n t .  
E x a m p l e s  o f  t h i s  i n  a  t r a d i t i o n a l  p r o g r a m  a r e  m a n a g e m e n t ,  f i n a n c e ,  s p e c i a l  
e d u c a t i o n ,  S p a n i s h ,  o r  h e a l t h .  
b .  F i e l d  i s  d e f i n e d  a s  a  c o l l e c t i o n  o f  c o u r s e s  w i t h  a  c o m m o n  t h e m e ,  o r  r e l a t e d  s u b j e c t  
m a t t e r .  E x a m p l e s  o f  t h i s  m u l t i - d i s c i p l i n a r y  a p p r o a c h  i n  a  t r a d i t i o n a l  p r o g r a m  a r e  t h e  
g e r o n t o l o g y  m i n o r ,  t h e  w o m e n ' s  s t u d i e s  m i n o r  o r  t h e  c r i m i n a l  j u s t i c e  m a j o r .  
T h e  r e m a i n i n g  c o u r s e  w o r k  m a y  b e  i n  a n y  r u b r i c  o r  f i e l d ,  b u t  m u s t  c o n t r i b u t e  t o  t h e  o v e r -
a l l  p l a n  f o r  t h e  i n d i v i d u a l i z e d  m a j o r .  I n  t h e  v e r n a c u l a r ,  t h e  w h o l e  p l a n  s h o u l d  h a n g  
t o g e t h e r  a n d  m a k e  s e n s e .  
4 .  T h e  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a t  l e a s t  2 4  c r e d i t s  o f  u p p e r  d i v i s i o n  c o u r s e  w o r k  i n  
t h e  m a j o r .  
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Process for Approval 
The student may begin by looking in the College Blue Book of majors (found in the reference 
section of the MSUM Library) for the titles of traditional majors offered in the U.S . that relate to 
their major. The type of coursework these other institutions have included in a major can be 
found by reviewing the microfiche of the university catalog. As an alternative, the student may 
begin by conferring with an academic advisor in the department of his or her concentration. 
With a little help from the advisor, the student must write a one-page rationale for doing an 
individualized major which includes a statement of goals, objectives, and purpose. This 
statement should answe! such questions as why the student wants to do an individualized major, 
what the student would like to learn, and what professional goal , if any, the student has in mind. 
The student should also explain why a traditional major offered at MSUM will not meet these 
goals. This statement is to be attached to the form for a plan for an individualized major. 
When the objective is defined and understood, the advisor begins working with the student on 
developing a plan, penciling in courses on a copy of the form for an individualized major. Other 
faculty and deans shall be consulted as necessary to provide advice to the student concerning the 
most desirable curriculum for the stated goals and objectives. It is important that appropriate 
consultation and advice be obtained at this stage, so that completed proposals are not sent back to 
start over because information was lacking at the beginning stages of development. Generally a 
faculty member will meet with the student and the department chair to develop the draft copy. 
Actual practice may vary, as long as the student receives appropriate advice and consultation at 
this stage of planning. 
If the plan includes more than 12 credits from another college, or if the title implies learning in 
another college, an appropriate person in that college shall be consulted, and both deans and 
department chairs shall sign the form. 
When the draft version of the plan is complete, the form along with the draft of the objective 
statement should be presented to the subcommittee for individualized majors. The 
subcommittee, student and advisor will meet to review the plan and discuss possible 
improvements. After this initial meeting the plan should be typed along with the objective 
statement, all signatures except the dean's should be obtained and the plan resubmitted to the 
subcommittee. It may happen that changes in an approved individualized major become 
necessary as the student continues to take courses in the approved plan. If this happens, the 
student should fill in a Request for Change form and route it for signatures. The student, the 
advisor, and the subcommittee chair sign-the form. If the subcommittee finds the change to be 
more than minor, it will require department chair and dean's signatures also. 
Summary of Rules 
1. The title: 
a. Reflects the content, 
b. Does not duplicate an existing traditional major at any of the Tri-College schools, 
c. Does not imply a certification that is not contained in the planned course work, and 
d. Reflects an academic area that is included in the MSUM curriculum. 
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2 .  C r e d i t  r e q u i r e m e n t s :  
a .  A t  l e a s t  4 8  t o t a l  c r e d i t s  i n  t h e  m a j o r ,  
b .  N o  m o r e  t h a n  1 6  p r e v i o u s l y  c o m p l e t e d  c r e d i t s  i n  t h e  m a j o r ,  
c .  C o n c e n t r a t i o n  o f  n o  f e w e r  t h a n  2 8  a n d  n o  m o r e  t h a n  4 2  c r e d i t s ,  a n d  
d .  A t  l e a s t  2 4  c r e d i t s  o f  u p p e r  d i v i s i o n  c o u r s e  w o r k  i n  t h e  m a j o r .  
F o r  f u r t h e r  i n f o r m a t i o n  o r  f o r m s ,  c o n t a c t  t h e  C o o r d i n a t o r  o f  I n d i v i d u a l i z e d  M a j o r s  i n  t h e  
C o n t i n u i n g  E d u c a t i o n  O f f i c e  a t  2 3 6 - 2 1 8 2 .  
[ M & C  5 / 1 5 / 9 2 ]  
I N T E R N A T I O N A L  S T U D I E S  
M S U M  r e c o g n i z e s  t h e  i n c r e a s i n g  i n t e r d e p e n d e n c e  o f  a l l  p e o p l e s  a n d  c u l t u r e s  a n d  t h e  i m p o r t a n t  
i m p l i c a t i o n s  w h i c h  t h i s  f a c t  h o l d s  f o r  s u c c e e d i n g  g e n e r a t i o n s .  T h e  U n i v e r s i t y  i s ,  t h e r e f o r e ,  
c o m m i t t e d  t o  p r o v i d e  i n s t r u c t i o n a l ,  r e s e a r c h ,  a n d  s e r v i c e  p r o g r a m s  w h i c h  a r e  d e s i g n e d  t o  
a d v a n c e  k n o w l e d g e  a n d  f o s t e r  u n d e r s t a n d i n g  o f  i n t e r c u l t u r a l  d i f f e r e n c e s ,  s i m i l a r i t i e s ,  a n d  
i n t e r d e p e n d e n c i e s .  
E m p h a s i s  h a s  b e e n  g i v e n  t o  s t r e n g t h e n i n g  t h e  i n t e r n a t i o n a l  a n d  i n t e r c u l t u r a l  d i m e n s i o n s  o f  t h e  
p r o g r a m s  a n d  a c t i v i t i e s  p r i m a r i l y  t o  p r o v i d e  s t u d e n t s  w i t h  t h e  o p p o r t u n i t y  t o  a c q u i r e  a n  
e d u c a t i o n  t h a t  w i l l  b e t t e r  p r e p a r e  t h e m  t o  l i v e  a n d  w o r k  i n  a n  i n c r e a s i n g l y  i n t e r d e p e n d e n t  w o r l d .  
I n  a d d i t i o n ,  t h e s e  i n t e r n a t i o n a l  r e s o u r c e s  w i l l  c o n t i n u e  t o  b e  s h a r e d  w i t h  a r e a  s c h o o l s ,  c o m m u n i t y  
g r o u p s ,  a n d  c i t i z e n s  t h r o u g h  t h e  U n i v e r s i t y ' s  r o l e  a s  a  r e g i o n a l  e d u c a t i o n  c e n t e r .  
F o r  m o r e  i n f o r m a t i o n  c o n t a c t  t h e  I n t e r n a t i o n a l  P r o g r a m s  O f f i c e ,  F R  1 5 1 ,  2 3 6 - 2 9 5 6 .  
R e s i d e n c y  P r o g r a m s  
S t u d e n t  T e a c h i n g  A b r o a d .  S t u d e n t  T e a c h i n g  A b r o a d  i s  a  p r o g r a m  i n  T e a c h e r  E d u c a t i o n  t h a t  
m a k e s  i t  p o s s i b l e  f o r  s t u d e n t s  t o  a p p l y  t o  s t u d e n t  t e a c h  i n  a n o t h e r  c o u n t r y .  I t  i s  o p e n  t o  a l l  
s t u d e n t s  o f  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  S y s t e m  u n d e r  C o m m o n  M a r k e t  e n r o l l m e n t  a n d  t o  
o t h e r s  v i a  c o o p e r a t i v e  a r r a n g e m e n t s  w i t h  t h e i r  h o m e  i n s t i t u t i o n s .  
M o s t  p a r t i c i p a n t s  a r e  a s s i g n e d  t o  i n d e p e n d e n t  i n t e r n a t i o n a l  s c h o o l s  a n d  s o m e  a r e  a s s i g n e d  t o  
p u b l i c  s c h o o l s  w h e r e  E n g l i s h  i s  t h e  m e d i u m  o f  i n s t r u c t i o n .  A n  e f f o r t  i s  m a d e  t o  p l a c e  s t u d e n t s  i n  
a  g e o g r a p h i c a l  a r e a  o f  c h o i c e  t h a t  m a y  p a r t i c u l a r l y  e n r i c h  t h e i r  a c a d e m i c  b a c k g r o u n d  a n d  s p e c i a l  
i n t e r e s t s ,  a n d  m a y  e x p a n d  c u l t u r a l  h o r i z o n s .  F o r  m o r e  i n f o r m a t i o n ,  c o n t a c t  t h e  D i r e c t o r  o f  t h e  
S t u d e n t  T e a c h i n g  A b r o a d  P r o g r a m ,  L o m m e n  1 0 8 A ,  ( 2 1 8 )  2 3 6 - 2 0 1 0 .  
A k i t a .  T h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  i n  A k i t a ,  J a p a n ,  o f f e r s  A m e r i c a n  s t u d e n t s  t h e  o p p o r t u n i t y  
t o  s t u d y  J a p a n e s e  l a n g u a g e  a n d  c u l t u r e ,  a n d  o t h e r  g e n e r a l  s t u d i e s  a l o n g s i d e  t h e i r  J a p a n e s e  p e e r s .  
S t u d e n t s  m a y  s t u d y  f o r  o n e  o r  t w o  s e m e s t e r s .  T h i s  p r o g r a m  c l o s e s  i n  M a r c h  2 0 0 3 .  
E u r o s p r i n g .  S t u d e n t s  m a y  e a r n  1 2  c r e d i t s  a p p l i c a b l e  t o  L i b e r a l  S t u d i e s  ( o r  o t h e r  a r e a s  b y  
a r r a n g e m e n t )  b y  s t u d y i n g  i n  O x f o r d ,  E n g l a n d ,  f o r  f i v e  w e e k s ,  a n d  p a r t i c i p a t i n g  i n  a  t h r e e - w e e k  
t o u r  o f  c e n t e r s  o f  W e s t e r n  C i v i l i z a t i o n  i n  E u r o p e .  E u r o s p r i n g  i s  o f f e r e d  a n n u a l l y  i n  t h e  s p r i n g .  A  
2 . 2 5  G P A  i s  r e q u i r e d .  
Academic Policies and Procedures 29 
Kanda and Nagoya Gakuin. Students with strong Japanese language skills and an interest in 
being fully immersed in the culture are encouraged to select an exchange at either Kanda 
University or Nagoya Gakuin University, Japan. For more information, contact the Department 
of Languages or the Office of International Programs. 
Keele. A one-for-one semester or year-long exchange opportunity is available at this attractive, 
campus-based university in the pottery-producing area of central England. Many majors are 
available. A 2.75 GPA is required. 
Lincoln/HuU. Students may spend a semester or full year at one of the campuses of the 
University of Lincolnshire and Humberside in the United Kingdom on a one-for-one exchange. 
This exchange is particularly suitable for students in mass communications and art. Students 
should have a GPA of at least 2.5 and strong recommendations. For more information, contact 
the Department of Mass Communications, Department of Art and Design, or the Office of 
International Programs. 
Nankai . Students may study Chinese language and culture at Nankai University, Tianjin, China, 
for a full academic year or a semester. A GPA of 3.0 is recommended. 
Oxford Program. MSUM sponsors study in interdisciplinary work in the humanities at the Centre 
for Medieval and Renaissance Studies, Oxford, England. Students may participate for a full 
academic year or semester, earning credits awarded by MSUM applicable to selected majors. and 
Liberal Studies requirements. A 3.0 GPA is required. 
Portsmouth. A one-for-one student exchange with the University of Portsmouth, Portsmouth, 
England, allows students the opportunity of exchanging with their counterparts for one academic 
year. Students pay tuition at their home institution. Available in a limited number of disciplines 
in business and social sciences. Students must have a 2.5 or higher GP A. For more information, 
contact Assistant to the Dean of Business and Industry, Center for Business 100, or the Office of 
International Programs. 
ISEP. The International Student Exchange Program allows students the opportunity to study at 
any of 125 universities worldwide. Students pay tuition and fees, room and board, and a small 
program fee at home, and exchange these benefits at the host institution, thus making this one of 
the more affordable ways to study abroad. Semester and year-long placements are available. A 
2.75 GPA is recommended. 
Summer Tours: Various short-term study tours are available each year, sponsored by academic 
departments. Consult International Programs for information. 
University of Minnesota's Global Campus programs. A special agreement with the University of 
Minnesota's Global Campus allows MSUM students to study under this University of Minnesota 
program without the need to transfer. 
International Internships. Students may have the opportunity to complete their internship 
requirements abroad with the permission of the academic department. 
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F o r  f u r t h e r  i n f o r m a t i o n  a b o u t  t h e s e  a n d  o t h e r  s t u d y  a b r o a d  o p p o r t u n i t i e s ,  c o n t a c t  i n d i v i d u a l  
p r o g r a m  d i r e c t o r s  o r  t h e  O f f i c e  o f l n t e r n a t i o n a l  P r o g r a m s  i n  F l o r a  F r i c k  1 5 1  a t  ( 2 1 8 )  2 3 6 - 2 9 5 6 .  
A  r e f e r e n c e  l i b r a r y  w i t h  d i r e c t o r i e s ,  b r o c h u r e s ,  m a p s ,  a n d  o t h e r  m a t e r i a l s  f o r  s t u d y  a n d  t r a v e l  
a b r o a d  i s  l o c a t e d  i n  t h e  o f f i c e .  
I N T E R N S H I P S  A N D  L I A B I L I T Y  
A n  i n t e r n s h i p  i s  a  s u p e r v i s e d  w o r k  e x p e r i e n c e  f o r  u p  t o  1 2  s e m e s t e r  c r e d i t s .  I n t e r e s t e d  s t u d e n t s  
s h o u l d  a d d r e s s  i n q u i r i e s  _ t o  t h e  i n t e r n s h i p  a d v i s o r  i n  t h e  a c a d e m i c  d e p a r t m e n t  o f  t h e i r  m a j o r .  
I n f o r m a t i o n  r e g a r d i n g  s p e c i f i c  i n t e r n s h i p  o p p o r t u n i t i e s  i s  a v a i l a b l e  a t  C a r e e r  S e r v i c e s  i n  t h e  
C o m s t o c k  M e m o r i a l  U n i o n ,  R o o m  1 1 4 .  G e n e r a l  q u e s t i o n s  r e g a r d i n g  i n t e r n s h i p s - w h e n  a n d  
h o w  t o  a p p l y ,  r e s u m e / l e t t e r  p r e p a r a t i o n ,  f i n d i n g  l e a d s  t h r o u g h  c a r e e r / j o b  f a i r s  a n d  t h r o u g h  u s e  o f  
d i r e c t o r i e s  a n d  t h e  I n t e r n e t - c a n  b e  a n s w e r e d  b y  t h e  I n t e r n s h i p  C o o r d i n a t o r  i n  C a r e e r  S e r v i c e s .  
C a l l  ( 2 1 8 )  2 3 6 - 2 1 3 1  f o r  a n  a p p o i n t m e n t .  R e f e r  t o  t h e  M S U M  C a r e e r  S e r v i c e s  w e b  s i t e  
h t t p : / / w w w . m n s t a t e . e d u / c a r e e r .  
1 .  T h e r e  s h o u l d  b e  a n  i n t e r n s h i p  a g r e e m e n t  i n  p l a c e  w h i c h  i s  s i g n e d  b y  t h e  s t u d e n t ,  u n i v e r s i t y  
p e r s o n n e l  a n d  t h e  s i t e  p e r s o n n e l .  
2 .  A  s t a n d a r d i z e d  a g r e e m e n t  h a s  b e e n  d e v e l o p e d  ( o r  s t a n d a r d i z e d  a d d e n d a )  f o r  a l l  h e a l t h -
i n v o l v e d  i n t e r n s h i p s .  
3 .  A  s t a n d a r d i z e d  i n t e r n s h i p  a g r e e m e n t  i s  b e i n g  d e v e l o p e d  f o r  a l l  o t h e r  s t u d e n t s  a n d  s h o u l d  b e  
c o m p l e t e d  b y  M a r c h  1 ,  1 9 9 7 .  ( I t e m s  1 - 3  a b o v e  a r e  M n S C U  B o a r d  i n c e n t i v e s . )  
4 .  S t u d e n t  l i a b i l i t y :  S t u d e n t s  a r e  c l e a r l y  l i a b l e  f o r  t h e i r  a c t i o n s  a n d  m a y  b e  s u e d  ( a l o n g  w i t h  
o t h e r s )  f o r  d a m a g e s  d u e  t o  n e g l i g e n c e .  M S U M  h a s  a  S t u d e n t  P r o f e s s i o n a l  l i a b i l i t y  p o l i c y  
w h i c h  c o v e r s  s t u d e n t s  e n g a g e d  i n  i n t e r n s h i p s .  T h e  c o v e r a g e  i s  f o r  $ 1 , 0 0 0 . 0 0  p e r  o c c u r r e n c e  
a n d  $ 3 , 0 0 0 . 0 0 0  i n  a g g r e g a t e .  
5 .  I f  t h e  s t u d e n t  d o e s  n o t  h a v e  a  f o r m a l  i n t e r n s h i p  a g r e e m e n t  a n d  t h e r e f o r e  d o e s  n o t  h a v e  a  
f o r m a l l y  a c k n o w l e d g e d  i n t e r n s h i p  ( i . e . ,  n o  c r e d i t  h o u r s ,  e t c . ) ,  t h e  s t u d e n t  i s  N O T  c o v e r e d  b y  
t h e  U n i v e r s i t y  S t u d e n t  P r o f e s s i o n a l  L i a b i l i t y  p o l i c y .  
6 .  S h a d o w - t y p e  i n t e r n s h i p s  a r e  n o t  c o v e r e d  u n d e r  o u r  p o l i c y .  P l e a s e  a d v i s e  t h e  s t u d e n t s  t o  
p u r c h a s e  a  p r o f e s s i o n a l  l i a b i l i t y  p o l i c y .  
7 .  T h e  A t t o r n e y  G e n e r a l ' s  o f f i c e  h a s  a s k e d  t h a t  w e  a d v i s e  a l l  s t u d e n t s  o n  i n t e r n s h i p  t o  p u r c h a s e  
t h e i r  o w n  p r o f e s s i o n a l  l i a b i l i t y  i n s u r a n c e .  
8 .  S t u d e n t s  a n d  W o r k e r ' s  C o m p e n s a t i o n :  S t u d e n t  e m p l o y e e s  a r e  c o v e r e d  u n d e r  w o r k e r ' s  
c o m p e n s a t i o n .  S t u d e n t s ,  i n c l u d i n g  a t h l e t e s  i n  m o s t  s t a t e ,  a r e  n o t  c o v e r e d  u n d e r  w o r k e r ' s  
c o m p e n s a t i o n  i n s u r a n c e .  I f  t h e  s t u d e n t  i s  o n  a  p a i d  i n t e r n s h i p ,  t h e y  a r e  p r o b a b l y  c o v e r e d  
u n d e r  t h e  i n t e r n s h i p  s p o n s o r ' s  w o r k e r ' s  c o m p e n s a t i o n  i n s u r a n c e .  I f  t h e  i n t e r n s h i p  d o e s  n o t  
p a y  a  m o n e t a r y  s t i p e n d ,  t h e n  t h e  s t u d e n t  w i l l  p r o b a b l y  n o t  b e  c o v e r e d  u n d e r  t h e  s p o n s o r ' s  
w o r k e r ' s  c o m p e n s a t i o n  i n s u r a n c e .  
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If the student has signed a waiver, the student may have given up his/her right to worker's 
compensation coverage and the right to sue a negligent party. We should make sure that the 
student understands the implications of signing a waiver and should not make the decision for 
the student. We need to emphasize that due process must be followed and the student, after 
knowing the information, makes the decision about whether to sign the waiver or not. If, in 
fact , we are sued under these conditions, our insurance will respond. 
9. Internship Sponsor Liability: In most cases, the sponsor is liable for the actions of the 
interns. If the student signed a waiver, the student will need to have a Professional Liability 
policy in effect. 
10. Faculty/Staff Liability: Faculty and MSUM may be sued if a student is responsible for 
injuries or damages while on an internship. Our liability policy and the State of Minnesota 
will defend us and respond to the damages awarded in a suit. The awards in these cases 
would be subject to the limitations set by Minnesota Statutes. (Please note that it is important 
that we provide students with consistent, clear information regarding internships. The issue 
of liability needs to be discussed and understood by the student.) 
Even in the case of "shadow" internships, the faculty member and MSUM 
University may be sued. Once again, our policy and the State of Minnesota will 
respond. 
In addition, there are cases in which an employee may be personally liable for damages to an 
injured party. In general, as long as employees follow university requirements (guidelines), their 
liability exposure will be covered by our professional insurance and the State of Minnesota. 
However, when an employee does not enforce university rules and regulations, and there is an 
award to an injured party, the employee has placed himself in an onerous position. The insurance 
company, the State of Minnesota, or even MSUM may refuse to defend the employee, pay the 
damages, and may even bring suit against the employee in some cases to recover the damages 
paid to the injured party. [VP Crockett memo 1121197] 
LIBERAL STUDIES PROGRAM 
Mission Statement 
The Liberal Studies Program of MSUM is designed to provide a broad base of knowledge and 
cultural themes derived from the diversity and universality of human experience. Through this 
requirement, students gain exposure to basic thought and interpretation provided by various 
disciplines so as to enhance the quality of their participation in and understanding of the world 
around them. Liberal Studies courses involve more than a knowledge base alone by seeking 
integration and synthesis of knowledge and ideas. Courses which focus on the application of 
knowledge to career development should be reserved for the major, minor and/or elective 
programs. Finally, the Liberal Studies Program should provide a basis for lifelong learning. 
Brochures listing courses approved for the various divisions are available in the Office of 
Academic Affairs. 
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P u r p o s e s  o f  t h e  L i b e r a l  S t u d i e s  P r o g r a m  
M S U M ' s  L i b e r a l  S t u d i e s  r e q u i r e m e n t  s e e k s  t o  i n t r o d u c e  t h e  p e r s p e c t i v e s ,  c o n t r i b u t i o n s ,  
l i m i t a t i o n s  a n d  i n t e r - r e l a t i o n s h i p s  t h a t  d i v e r s e  d i s c i p l i n e s  b r i n g  t o  t h e  w o r l d  o f  i d e a s  a n d  
k n o w l e d g e .  I t  s e e k s  t o  i n s t i l l  t h e  j o y  o f  l e a r n i n g  t h r o u g h  c o u r s e s  p r e p a r e d  f o r  t h i s  p u r p o s e  w h i l e  
s e e k i n g  t o  a c h i e v e  t h e  f o l l o w i n g  o b j e c t i v e s .  
S t u d e n t s  s h o u l d  u n d e r s t a n d :  
1 .  t h e i r  w o r k ,  s o c i e t y  a n d  s e l f  i n  a n  o b j e c t i v e  a n d  c r i t i c a l  m a n n e r ;  
2 .  t h e  p a s t ,  s o  a s  t o  m o r e  i n t e l l i g e n t l y  c o p e  w i t h  t h e  p r e s e n t  a n d  f u t u r e ;  
3 .  t h e  s c i e n t i f i c  m e t h o d ;  
4 .  t h e  d e v e l o p m e n t  a n d  d i v e r s i t y  o f  A m e r i c a n  c i v i l i z a t i o n  a n d  c u l t u r e ;  
5 .  c u l t u r e s  a n d  g e o g r a p h i c  r e g i o n s  o t h e r  t h a n  t h e i r  o w n  i n  a n  i n c r e a s i n g l y  c o m p l e x  a n d  
i n t e r d e p e n d e n t  g l o b a l  c o m m u n i t y ;  
6 .  m a j o r  i n t e l l e c t u a l ,  s c i e n t i f i c  a n d  a r t i s t i c  c o n t r i b u t i o n s  o f  W e s t e r n  a n d  n o n - W e s t e r n  
c i v i l i z a t i o n s .  
S t u d e n t s  s h o u l d  d e v e l o p :  
1 .  a  p o s i t i v e  a t t i t u d e  t o w a r d  l i f e l o n g  l e a r n i n g  a n d  v a r i o u s  m o d e s  o f  i n q u i r y ;  
2 .  t h e  a b i l i t y  t o  l e a r n  i n d e p e n d e n t l y ;  
3 .  t h e  a b i l i t i e s  n e e d e d  t o  a d a p t  t o  d i v e r s e  s i t u a t i o n s  a n d  c o n t r i b u t e  a s  c i t i z e n s  o f  a  c h a n g i n g  
s o c i e t y ;  
4 .  a  r e s p e c t  f o r  t h e  c o m p l e x i t y  o f  t h e  n a t u r a l  a n d  s o c i a l  w o r l d s  a n d  a n  a p p r e c i a t i o n  f o r  t h e  
i n t e r d e p e n d e n c e ;  
5 .  ,  a  r e s p e c t  f o r  t h e  r i g h t s  a n d  v a l u e s  o f  o t h e r s  a n d  f o r  c u l t u r e s  d i f f e r e n t  f r o m  t h e i r  o w n ;  
6 .  a  s e n s e  o f  a e s t h e t i c  s t a n d a r d s  i n  j u d g i n g  c r e a t i v e  w o r k s .  
G e n e r a l  O b j e c t i v e s  o f  t h e  L i b e r a l  S t u d i e s  C o u r s e s  
A n y  l i b e r a l  s t u d i e s  c o u r s e  m u s t  i n v o l v e  s t u d e n t s  i n :  
1 .  G a t h e r i n g  i n f o r m a t i o n  f r o m  d i v e r s e  r e s o u r c e s ,  a n a l y z i n g  t h e  i n f o r m a t i o n  c r i t i c a l l y ,  
o r g a n i z i n g  i t  e f f e c t i v e l y  a n d  p r e s e n t i n g  f i n d i n g s  c l e a r l y ;  
2 .  A p p l y i n g  t h e  p r i n c i p l e s  o f  r a t i o n a l  t h o u g h t ;  
3 .  D e m o n s t r a t i n g  s k i l l s  i n  p r o b l e m  s o l v i n g ,  i n c l u d i n g  i n d u c t i v e  a n d  d e d u c t i v e  p r o c e s s e s ;  
4 .  C o m m u n i c a t i n g  e f f e c t i v e l y  a n d  g r a c e f u l l y  t h r o u g h  o r a l  a n d  w r i t t e n  f o r m s .  
D i v i s i o n  O b j e c t i v e s  
T h e  f o l l o w i n g  o b j e c t i v e s  a r e  f o r  d e v e l o p i n g  c o u r s e s ,  a p p r o v i n g  c o u r s e s  f o r  i n c l u s i o n ,  a n d  
o r i e n t i n g  s t u d e n t  t o  t h e  g o a l s  o f  e a c h  c o l l e g e .  T h e  L i b e r a l  S t u d i e s  C o m m i t t e e  r e a l i z e s  t h a t  a  
s i n g l e  c o u r s e  m a y  n o t  m e e t  a l l  o f  t h e  o b j e c t i v e s .  
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Division A 
English Composition and Literature 
Effective reading and writing lie at the heart of a university's mission. In English 101 and 102 
students develop their ability to read and write with skill and honesty; to advance and defend 
their assertions; to make responsible use of library and other research sources; and to test their 
ideas in discussion. Through their encounters with exemplary works of literature they are 
encouraged to deepen their understanding of people and cultures and come to better understand 
what they believe. 
Upon completion of coursework in this division, students will be able to: 
1. Write clear, accurate, well-organized, grammatically correct prose. 
2. Write using a variety of writing strategies for a variety of purposes: 
generate meaning, 
clarify understanding, 
achieve a desired effect. 
3. Write using a variety of sentence structures and appropriate word choices. 
4. Demonstrate logical and critical thinking: 
state an argument accurately, 
identify, explore, present and support various points of view, 
identify, state and support inferences, claims, and hypotheses, 
select, support and defend conclusions arrived at from the exploration of various 
viewpoints. 
5. Read skillfully and critically: 
recognize authorial bias, 
recognize the impact of socio-historical background on texts, 
examine different points of view. 
6. Adapt reading techniques and styles to accommodate the text, the author, and the purpose 
of reading. 
7. Use research techniques to explore issues and points of view: 
gather and evaluate information using library sources and electronic databases, 
credit the ideas of others in a responsible way. 
8. Demonstrate familiarity with a variety of significant literary texts and concepts. 
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D i v i s i o n  B  
N a t u r a l  S c i e n c e s  a n d  T h e i r  P r o c e s s e s  
C o u r s e s  i n  t h e  n a t u r a l  s c i e n c e s  p r e p a r e  s t u d e n t s  t o  m a k e  c o n n e c t i o n s  b e t w e e n  c o n c r e t e  
o b s e r v a t i o n s  a n d  s c i e n t i f i c  i n t e r p r e t a t i o n s  a n d  t o  u s e  a p p r o p r i a t e  m e t h o d s  o f  i n q u i r y  a n d  a n a l y s i s  
t o  s o l v e  c o m p l e x  p r o b l e m s .  T h r o u g h  t h i s  p r o c e s s ,  s t u d e n t s  c a n  b e c o m e  m o r e  a w a r e  o f  t h e  
e x p e r i e n c e  o f  t h e  w o r l d  a r o u n d  t h e m  a n d  m o r e  a p p r e c i a t i v e  o f  t h e  i m p o r t a n t  p a r t  s c i e n c e  a n d  
s c i e n t i f i c  r e a s o n i n g  p l a y  i n  e v e r y d a y  l i f e .  
U p o n  c o m p l e t i o n  o f  c o u r s e w o r k  i n  t h i s  d i v i s i o n ,  s t u d e n t s  w i l l  b e  a b l e  t o  d o  s e v e r a l  o f  t h e  
f o l l o w i n g ,  d e p e n d i n g  o n  t h e  c o u r s e s  s e l e c t e d :  
1 .  E x p l a i n  a n d  u s e  t h e  m e t h o d s  o f  i n q u i r y  a n d  a n a l y s i s  o f  t h e  n a t u r a l  s c i e n c e s .  
2 .  A p p l y  t h e  g u i d i n g  p r i n c i p l e s  ( l a w s )  a n d  t h e o r i e s  o f  a  g i v e n  n a t u r a l  s c i e n c e  t o  s p e c i f i c  
s i t u a t i o n s .  
3 .  A n a l y z e  i n f o r m a t i o n  g a i n e d  f r o m  e x p e r i m e n t s  o r  o b s e r v a t i o n s  w i t h  t h e  q u a n t i t a t i v e  
m e t h o d s  o f  t h e  n a t u r a l  s c i e n c e s .  S t u d e n t s  s h o u l d  b e  a b l e  t o  i d e n t i f y  a n d  d e s c r i b e  
e x p e r i m e n t a l  u n c e r t a i n t i e s  i n h e r e n t  i n  q u a n t i t a t i v e  d a t a .  
4 .  D e m o n s t r a t e  a n  u n d e r s t a n d i n g  o f  t h e  h u m a n  a n d  h i s t o r i c a l  a s p e c t s  o f  t h e  n a t u r a l  s c i e n c e s .  
5 .  D e m o n s t r a t e  a n  unders~anding o f  t h e  c o m p l e x i t y  o f  a p p l y i n g  s c i e n t i f i c  k n o w l e d g e  t o  
t e c h n o l o g y  b y  a n a l y z i n g  a t  l e a s t  o n e  s u c h  a p p l i c a t i o n  i n  d e t a i l .  
6 .  D e m o n s t r a t e  a  f a m i l i a r i t y  w i t h  t h e  r o l e s  a n d  i m p o r t a n c e  o f  c r e a t i v e  i m a g i n a t i o n ,  
a e s t h e t i c s ,  e t h i c s ,  a b s t r a c t  t h i n k i n g  a n d  c r i t i c a l  a n a l y s i s  i n  t h e  m e t h o d o l o g y  o f  s c i e n c e .  
7 .  R e c o g n i z e  t h e  i n t e r a c t i v e  r e l a t i o n s h i p  o f  s c i e n c e  a n d  c u l t u r e  i n  t h e  p a s t ,  p r e s e n t  a n d  
f u t u r e .  
8 .  D e m o n s t r a t e  a n  u n d e r s t a n d i n g  o f  t h e  c o n n e c t i o n s  a m o n g  t h e  n a t u r a l  s c i e n c e s ,  
m a t h e m a t i c s  a n d  t h e  s o c i a l  s c i e n c e s .  
9 .  A p p l y  s c i e n t i f i c  c o n c e p t s  a n d  p r i n c i p l e s  t o  s i t u a t i o n s  i n  e v e r y d a y  l i f e .  
1 0 .  D i s t i n g u i s h  b e t w e e n  s c i e n c e  a n d  p s e u d o  s c i e n c e .  
1 1 .  D e m o n s t r a t e  a n  u n d e r s t a n d i n g  o f  t h e  s c o p e ,  p e r s p e c t i v e s  a n d  l i m i t a t i o n s  o f  a  g i v e n  
s c i e n t i f i c  d i s c i p l i n e .  
1 2 .  A s s e s s  a n d  e v a l u a t e  s p e c i f i c  s c i e n t i f i c  i n f o r m a t i o n  f r o m  a  v a r i e t y  o f  s o u r c e s .  
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B 1 - Experimental/Observational 
1. Demonstrate an understanding of the relation between theory and a test of that theory. 
2. Design and conduct appropriate experiments or scientific observations. 
3. Interpret and analyze qualitative and quantitative information. 
Division C 
Behavioral and Social Sciences 
Courses in the behavioral and social sciences will expose students to various approaches and 
methodologies used in the study of human behavior and human interactions. Through the 
various social science disciplines, students will examine the influence of societal, geographic, 
economic, and/or political systems, as well as historical and individual forces that motivate and 
shape human interactions. 
Upon completion of coursework in this division, students will be able to do several of the 
following, depending on the courses selected: 
1. Describe scientific approaches to understanding human behaviors. 
2. Use appropriate methods to gather, analyze and interpret social science data. 
3. Differentiate between objective information and subjective interpretations. 
4. Explain the complexity of human interactions and significant social problems from a 
variety of social science perspectives. 
5. Demonstrate the knowledge and critical thinking skills necessary for effective citizenship. 
6. Describe the relationships among the social sciences, the natural sciences and 
mathematics. 
7. Demonstrate an understanding of the scope, perspectives and limitations of a given social 
science discipline and its relationship to other social science disciplines. 
8. Describe and explain the factors that influence the development of societies and cultures 
over time. 
9. Demonstrate knowledge of different historical periods. 
Division D 
Western Tradition: Humanities and Fine Arts 
In humanities and fine arts courses, students Jearn to integrate the major artistic, literacy and 
intellectual movements that have shaped Western culture. They are challenged to enhance their 
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o w n  s k i l l s  f o r  a n a l y z i n g  c r e a t i v e  w o r k s  a n d  t o  t h i n k  a n d  w r i t e  c r i t i c a l l y  a b o u t  g r e a t  h u m a n i s t i c  
q u e s t i o n s .  A  s i g n i f i c a n t  g o a l  i s  t o  p l a c e  h u m a n i s t i c  l e a r n i n g  i n  c u l t u r a l ,  i n t e l l e c t u a l ,  a n d  
h i s t o r i c a l  c o n t e x t .  
U p o n  c o m p l e t i o n  o f  c o u r s e w o r k  i n  t h i s  d i v i s i o n ,  s t u d e n t s  w i l l  b e  a b l e  t o  d o  s e v e r a l  o f  t h e  
f o l l o w i n g ,  d e p e n d i n g  o n  t h e  c o u r s e s  s e l e c t e d :  
1 .  D i s c u s s  a n d / o r  w r i t e  a n  i n f o r m e d  m a n n e r  a b o u t :  
t h e  o r i g i n s  a n d  d e v e l o p m e n t  o f  w e s t e r n  c u l t u r e ,  
t h e  r e l e v a n c e  o f  g r e a t  h u m a n i s t i c  q u e s t i o n s ,  
d i f f e r e n t  a p p r o a c h e s  t o  m o r a l  p r o b l e m s ,  
t h e  c r o s s - o r  i n t e r - c u l t u r a l  i n f l u e n c e s  b e t w e e n  t h e  h u m a n i s t i c  d e v e l o p m e n t  o f  t h e  
w e s t e r n  a n d  n o n - w e s t e r n  w o r l d s ,  
e x p e r i e n c e s  i n  t h e  f i n e  a r t s ,  
t h e  w a y s  i n  w h i c h  t h e  m a j o r  a r t i s t i c ,  l i t e r a r y ,  a n d  i n t e l l e c t u a l  m o v e m e n t s  h a v e  
s h a p e d  w e s t e r n  c u l t u r e .  
2 .  A n a l y z e  a n d  e v a l u a t e  c r e a t i v e  w o r k s  a n d / o r  d e m o n s t r a t e  a n  a b i l i t y  t o  c r e a t e  o r  p e r f o r m  
w o r k s  o f  a r t .  
D 1  - H i s t o r i c a l  P e r s p e c t i v e  
1 .  D e m o n s t r a t e  a n  u n d e r s t a n d i n g  o f  s i g n i f i c a n t  a c h i e v e m e n t s  i n  w e s t e r n  c u l t u r e  f r o m  a  
h i s t o r i c a l  p e r s p e c t i v e .  
D i v i s i o n  E  
C o m m u n i c a t i v e  a n d  S y m b o l i c  P r o c e s s e s  
C o u r s e s  i n  c o m m u n i c a t i v e  a n d  s y m b o l i c  p r o c e s s e s  i n v o l v e  a  s t u d y  o f  l a n g u a g e  i n  o n e  o f  t w o  
a r e a s :  ( 1 )  i n  w r i t t e n  a n d  o r a l  l a n g u a g e s  f o r  c o m m u n i c a t i o n ;  a n d  ( 2 )  i n  s y m b o l i c  a n d  
m a t h e m a t i c a l  l a n g u a g e s  f o r  p r o b l e m  s o l v i n g .  S t u d e n t s  w i l l  e x p a n d  t h e i r  d e v e l o p m e n t  o f  s k i l l s  i n  
t h e i r  u s e  o f  w r i t t e n ,  o r a l ,  a n d  s y m b o l i c  l a n g u a g e s  t o  c o m m u n i c a t e  i d e a s ,  t o  a n a l y z e  a n d  t o  s o l v e  
p r o b l e m s ,  t o  a p p l y  i n d u c t i v e  a n d / o r  d e d u c t i v e  r e a s o n i n g ,  a n d  t o  
u n d e r s t a n d  o t h e r  p e o p l e .  
U p o n  c o m p l e t i o n  o f  c o u r s e w o r k  i n  t h i s  d i v i s i o n ,  s t u d e n t s  w i l l  b e  a b l e  t o  d o  s e v e r a l  o f  t h e  
f o l l o w i n g ,  d e p e n d i n g  o n  t h e  c o u r s e s  s e l e c t e d :  
1 .  D i s c u s s  a n d / o r  w r i t e  i n  a  i n f o r m e d  m a n n e r  a b o u t :  
t h e  s o c i a l / p s y c h o l o g i c a l  p r o c e s s e s  o f  o r a l ,  v i s u a l ,  o r  w r i t t e n  c o m m u n i c a t i o n s ,  
t h e  t h e o r y  a n d  p r a c t i c e  o f  p e r s u a s i o n  a m o n g  i n d i v i d u a l s ,  s m a l l  g r o u p s ,  a n d  m a s s  
a u d i e n c e s ,  t h e  s o c i e t a l  e f f e c t s  o f  i m m e d i a t e  o r  m e d i a t e d  c o m m u n i c a t i o n s ,  
t h e  r o l e  o f  c o m m u n i c a t i o n  i n  s o c i e t y ,  
i n t e r c u l t u r a l  a n d  i n t e r n a t i o n a l  c o m m u n i c a t i o n s ,  
d i f f e r e n c e s  i n  c o m m u n i c a t i v e  p r o c e s s e s .  
2 .  D e t e c t  a n d  a n a l y z e  v a r i o u s  f o r m s  o f  p e r s u a s i v e  c o m m u n i c a t i o n .  
Academic Policies and Procedures 
3. Gather and use information responsibly and attribute ideas ethically. 
4. Demonstrate skill in: 
creative, practical, and/or technical writing, 
speaking and listening in interpersonal, small group, or large group contexts, 
comprehension and expression of a second language. 
El -Mathematics 
1. Demonstrate application of inductive and deductive reasoning. 
2. Evaluate complex relations using symbolic abstraction and generalization. 
3. Demonstrate problem solving using symbolic representation and manipulation. 
4. Use axiomatic processes in developing mathematical knowledge. 
5. Describe the logical principles used in data analysis. 
6. Describe how mathematics and symbolic processes affect history and culture. 
Division F 
Multicultural and Global Studies 
37 
Courses in global and multicultural studies illustrate the maxim that one cannot understand one's 
own culture except through the lens of another. Global studies courses are designed to help 
students explore the origins, contributions, and growing interdependence of diverse peoples of 
the world and to examine the interrelationships among environment, social organization and 
ideology in various regions. Multicultural studies courses help students realize that diverse 
ethnic groups in the U.S. contribute distinctive cultural features and patterns which are authentic 
parts of our cultural mosaic. The courses also increase students' awareness of the origins and 
results of inter-group prejudice. 
Upon completion of coursework in this division, students will be able to do several of the 
following, depending on the courses selected: 
1. Demonstrate an understanding of how universal human concerns are reflected in various 
cultures. 
2. Explain the origins, contributions, and interdependence of diverse peoples within the 
world community. 
3. Discuss the development of global perspectives and world views by giving attention to 
the experiences and perspectives of peoples of non-Western cultures. 
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4 .  E x p l a i n  t h e  i n t e r r e l a t i o n s  a m o n g  e n v i r o n m e n t ,  t e c h n o l o g y ,  s o c i a l  o r g a n i z a t i o n  a n d  
i d e o l o g y  i n  m o r e  t h a n  o n e  r e g i o n  o f  t h e  w o r l d .  
5 .  D e m o n s t r a t e  t h e  k n o w l e d g e  a n d  c r i t i c a l  t h i n k i n g  s k i l l s  n e c e s s a r y  f o r  e f f e c t i v e  
p a r t i c i p a t i o n  i n  a  g l o b a l  c o m m u n i t y .  
F l  - M u l t i c u l t u r a l  
1 .  D e l i n e a t e  t h e  s i m i l a r i t i e s  a n d  d i f f e r e n c e s  a m o n g  d i v e r s e  p o p u l a t i o n s  i n  t h e  U n i t e d  S t a t e s .  
2 .  D e m o n s t r a t e  a n  e n h a n c e d  u n d e r s t a n d i n g  o f  o n e ' s  o w n  c u l t u r e ( s )  a s  a  r e s u l t  o f  s t u d y i n g  
o t h e r  c u l t u r e s  w i t h i n  t h e  U n i t e d  S t a t e s .  
3 .  E x p l a i n  t h e  c o n n e c t i o n s  b e t w e e n  h i s t o r i c a l  a n d  c o n t e m p o r a r y  s i t u a t i o n s  o f  e t h n i c  g r o u p s  
w i t h i n  t h e  U n i t e d  S t a t e s .  
4 .  D e m o n s t r a t e  a n  u n d e r s t a n d i n g  o f  i n t e r - g r o u p  p r e j u d i c e  a n d  d i s c r i m i n a t i o n  w i t h i n  t h e  
U n i t e d  S t a t e s .  
[ A P A C  5 / 2 / 0 0 ]  
M n S C U  P R O G R A M  M A N A G E M E N T  P O L I C I E S  
P r o g r a m  M a n a g e m e n t  p o l i c i e s  h a v e  b e e n  d e v e l o p e d  b y  M n S C U  a n d  a r e  d e t a i l e d  i n  t h e  
" A c a d e m i c  P r o g r a m  M a n u a l . "  G e n e r a l  p r o c e d u r e s  a r e  s u m m a r i z e d  h e r e .  
N e w  P r o g r a m s  
A  " N e w  P r o g r a m  A p p l i c a t i o n "  i s  t o  b e  s u b m i t t e d  f o r  a n y  n e w  a s s o c i a t e ,  b a c h e l o r ' s ,  m a s t e r ' s ,  o r  
s p e c i a l i s t ' s  d e g r e e  p r o g r a m  a n d  f o r  a  n e w  m i n o r  i f  n o  c o r r e s p o n d i n g  m a j o r  a l r e a d y  e x i s t s .  
G e n e r a l l y ,  p r o p o s a l s  f o r  n e w  p r o g r a m s  m a y  b e  p r e s e n t e d  a t  a n y  t i m e  d u r i n g  t h e  y e a r .  I n  d o i n g  
s o ,  h o w e v e r ,  i t  i s  l i k e l y  t h a t  t h e  p r o p o s a l s  w h i c h  c a n  b e  p r o c e s s e d  m o s t  e x p e d i t i o u s l y  a r e  t h o s e  
t h a t  h a v e  p r e v i o u s l y  o b t a i n e d  a  p o s i t i v e  r e v i e w  o f  a  p r o g r a m  O u t l i n e  o ( / n t e n t .  D u r i n g  t h e  
d e v e l o p m e n t  o f  a  p r o p o s a l ,  A c a d e m i c  P r o g r a m s  s t a f f  w i l l  p r o v i d e  p r e l i m i n a r y  r e v i e w  a n d  
a s s i s t a n c e  a s  w o r k l o a d  p e r m i t s .  A l s o ,  e x t e r n a l  r e v i e w  i s  r e q u i r e d  f o r  p r o p o s e d  g r a d u a t e  
p r o g r a m s .  S e l e c t i o n  o f  g r a d u a t e  p r o g r a m  r e v i e w e r s  i s  a c c o m p l i s h e d  t h r o u g h  c o n s u l t a t i o n  w i t h  
t h e  A c a d e m i c  P r o g r a m s  s t a f f ,  w i t h  c o s t  o f  t h e  e x t e r n a l  r e v i e w  p r o c e s s  b o r n e  b y  t h e  u n i v e r s i t y .  
A n  a p p l i c a t i o n  t h a t  d e m o n s t r a t e s  c a r e f u l  c u r r i c u l u m  p l a n n i n g  a n d  i n s t i t u t i o n a l  c o m m i t m e n t  w i l l  
r e p r e s e n t  t h e  b e s t  c a s e  f o r  t h e  p r o p o s e d  p r o g r a m .  P r o p o s a l s  w h i c h  b u i l d  o n  e x i s t i n g  s t r e n g t h s ,  
s u p p o r t  a n d  e n h a n c e  c u r r e n t  p r o g r a m s ,  a n d  u t i l i z e  e x i s t i n g  f a c u l t y  a n d  e q u i p m e n t  a r e  m o r e  l i k e l y  
t o  b e  a p p r o v e d .  E a c h  p r o p o s a l  s h o u l d  s t a n d  o n  i t s  o w n  m e r i t s ,  w i t h o u t  n e g a t i v e  r e f e r e n c e s  t o  
o t h e r  i n s t i t u t i o n s ,  o r  p r o g r a m s .  U s u a l l y ,  t h e  p r o g r e s s  o f  a  p r o p o s a l  t o w a r d  f i n a l  a p p r o v a l  i s  n o t  
l i n e a r ,  b u t  i n v o l v e s  n u m e r o u s  q u e s t i o n s ,  d i s c u s s i o n s ,  a n d  n e g o t i a t i o n s .  P r o p o s a l s  a r e  s u b j e c t  t o  
c r i t i c a l  e d i t i n g ,  a n d  s u g g e s t i o n s  m a y  b e  p r o v i d e d  b e f o r e  i t  i s  s u b m i t t e d  t o  t h e  B o a r d  o f  T r u s t e e s .  
Academic Policies and Procedures 39 
Academic Programs staff will provide occupational information upon request, as well as 
information on the location of public and private occupational programs. Graduate follow-up 
information may also be obtained. In addition, it may be helpful to present information from 
other published data sources (include citations with page numbers). Raw data are best included 
in appendices, and summarized in the proposal. Appendices of applications for new graduate 
programs should also include short vita, in uniform format, of faculty involved in the program. 
To document the need for the new program, the "New Program Application" requires answers to 
the following questions: 
-
a. State the number and location of similar public or private programs already operating in 
Minnesota. Explain how the proposed program is similar and different from existing 
programs. 
b. Describe and document student demand for the program. 
c. If applicable, describe and document occupational demand for the program. 
d. Describe the faculty, equipment, and library resources available for implementation of 
the program (include for cooperating institution also). 
e. Describe the relationship of the program to the institutional mission . 
Program Redesign 
Various kinds of program modifications require completion of specific sections of the "Program 
Redesign Application." The following changes are included: change of program name or credit 
length; adding or deleting an emphasis, option, or concentration to an existing program; and 
adding or deleting a certificate (subcredential) related to an existing program. 
Off-Campus Site 
An "Off-Campus Site Application" must be submitted for the temporary location of a program if: 
(1) an entire program is scheduled to be offered at an off-campus location, (2) more than 24 FYE 
will be generated at the location during the fiscal year, or (3) more than 14 courses will be 
offered at the location during the fiscal year. Delivery of off-campus courses might include 
regular classroom delivery or deliver via interactive television (lTV) or other modes. The 
application must be submitted at least ninety (90) days before the use of the site. 
Program Closure, Suspension, or Reinstatement 
The Program Closure, Suspension. or Reinstatement Application should be submitted at least 
ninety (90) days before the closure, suspension, or reinstatement would occur. Programs may be 
suspended for a period not to exceed three (3) years, and reinstated, if feasible, within that time 
period. Closure decisions may also be initiated by the Board of Trustees. 
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T h e  P r o g r a m  C l o s u r e ,  S u s p e n s i o n ,  o r  R e i n s t a t e m e n t  A p p l i c a t i o n  s h o u l d  b e  c o m p l e t e d  f o r  a n y  
p r o g r a m  c l o s u r e ,  s u s p e n s i o n ,  o r  r e i n s t a t e m e n t  r e q u e s t .  [ M n S C U ,  1 1 9 6 ]  
M O N I T O R I N G  S T U D E N T  E N R O L L M E N T  A N D  A T T E N D A N C E  F O R  F I N A N C I A L  
A I D  E L I G I B I L I T Y  
T o  m a i n t a i n  e l i g i b i l i t y  f o r  f e d e r a l  s t u d e n t  f i n a n c i a l  a i d ,  s t u d e n t s  m u s t  e n r o l l  a n d  a t t e n d  c l a s s e s .  
T h e  S c h o l a r s h i p  a n d  F i n a n c i a l  A i d  O f f i c e  m o n i t o r s  s t u d e n t s  w h o  u n o f f i c i a l l y  w i t h d r a w  ( s t u d e n t s  
w h o  s t o p  a t t e n d i n g  o r  d r o p  o u t  w i t h o u t  p r o c e s s i n g  a n  o f f i c i a l  w i t h d r a w a l  a t  t h e  c o u n s e l i n g  
c e n t e r )  t o  d e t e r m i n e  w h e n  t h e i r  l a s t  d a y  o f  a t t e n d a n c e  o c c u r r e d .  B a s e d  o n  t h i s  d a t e ,  t h e  B u s i n e s s  
O f f i c e  d e t e r m i n e s  i f  t h e  s t u d e n t  o w e s  a  r e f u n d  o r  r e p a y m e n t  o n  t h e  f i n a n c i a l  a i d  r e c e i v e d .  
T h e  l a s t  d a y  c a n  b e  t h e  l a s t  d a y  a t t e n d e d ,  t h e  l a s t  p a p e r ,  q u i z  o r  p r o j e c t  t h e  s t u d e n t  c o m p l e t e d  o r  
t h e  l a s t  c l a s s  p a r t i c i p a t i o n .  S t u d e n t s  w h o  w i t h d r a w  d u r i n g  M S U M ' s  r e f u n d  p e r i o d  m a y  h a v e  
t h e i r  i n s t i t u t i o n a l  b i l l  f o r  t u i t i o n  a n d  f e e s  r e d u c e d .  F o r  u p p e r - c l a s s  s t u d e n t s ,  t h e  l a s t  d a y  f o r  a  
p a r t i a l  r e f u n d  i s  t h e  2 8
1
h  c l a s s  d a y ,  a n d  f o r  f i r s t  t i m e  f r e s h m e n  i t  i s  a t  t h e  6 0
1
h  p e r c e n t  p o i n t  o f  t h e  
t e r m .  
L a c k  o f  a t t e n d a n c e  c a n  b e  r e p o r t e d  t o  t h e  R e c o r d s  O f f i c e  a n y t i m e  d u r i n g  t h e  t e r m ,  o n  e a c h  c l a s s  
l i s t  s e n t  b y  t h e  R e g i s t r a r  o r  o n  t h e  f i n a l  g r a d e  s h e e t  u n d e r  c o m m e n t s .  I n  t h e  m o n i t o r i n g  p r o c e s s ,  
i n s t r u c t o r s  m a y  r e c e i v e  r e q u e s t  f r o m  t h e  O f f i c e  o f  S c h o l a r s h i p  a n d  F i n a n c i a l  A i d  i n f o r m a t i o n  o n  
i n d i v i d u a l  s t u d e n t s .  
P A S S - N O  C R E D I T  G R A D E S  
A n y  s t u d e n t  w i t h  s o p h o m o r e ,  j u n i o r ,  o r  s e n i o r  s t a n d i n g  m a y  t a k e  o n e  c o u r s e  p e r  t e r m  f o r  P a s s -
N o  C r e d i t  g r a d e s  i n  a r e a s  o u t s i d e  t h e  s t u d e n t ' s  m a j o r  o r  m i n o r  d i s c i p l i n e .  P a s s - N o  C r e d i t  c o u r s e s  
m a y  n o t  b e  a p p l i e d  t o  t h e  L i b e r a l  S t u d i e s  P r o g r a m .  A  s t u d e n t  m a y  a p p l y  u p  t o  1 6  c r e d i t s  u n d e r  
t h e  P a s s - N o  C r e d i t  o p t i o n  t o  a  b a c c a l a u r e a t e  d e g r e e  p r o g r a m .  N o  c o u r s e  w h i c h  t h e  s t u d e n t  h a s  
p r e v i o u s l y  f a i l e d  m a y  b e  r e p e a t e d  u n d e r  t h e  P a s s - N o  C r e d i t  o p t i o n .  P a s s - N o  C r e d i t  c o u r s e s  a r e  
n o t  i n c l u d e d  i n  c o m p u t i n g  t h e  g r a d e  p o i n t  a v e r a g e .  
A  g r a d e  o f  " P "  i s  r e c o r d e d  f o r  a n y  c o u r s e  s u c c e s s f u l l y  c o m p l e t e d  u n d e r  t h e  P a s s - N o  C r e d i t  
o p t i o n .  N o  e n t r y  w i l l  b e  m a d e  i f  t h e  s t u d e n t  f a i l s  t o  e a r n  c r e d i t .  A  P a s s - N o  C r e d i t  a g r e e m e n t  
f o r m ,  a v a i l a b l e  f r o m  t h e  R e c o r d s  O f f i c e ,  m u s t  b e  s i g n e d  b y  t h e  s t u d e n t  a n d  h i s / h e r  a d v i s o r  a n d  
r e t u r n e d  t o  t h e  R e c o r d s  O f f i c e  o n  o r  b e f o r e  t h e  t e n t h  c l a s s  d a y  o f  t h e  t e r m .  [ M & C  5 / 1 5 / 9 2 ]  
P A S S / F A I L  C O U R S E S  
C e r t a i n  c o u r s e s ,  t h e  n a t u r e  o f  w h i c h  m a k e s  i t  i m p o s s i b l e  t o  d i f f e r e n t i a t e  b e t w e e n  p a s s i n g  g r a d e s ,  
m a y  b e  o f f e r e d  o n  a  p a s s  ( " P " )  o r  f a i l  ( " F " )  b a s i s  u p o n  r e c e i p t  o f  p e r m i s s i o n  f r o m  t h e  V i c e  
P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  A l l  s t u d e n t s  i n  s u c h  c o u r s e s  m u s t  b e  g r a d e d  o n  a  " P "  o r  " F "  
b a s i s .  S t u d e n t  t e a c h i n g  a n d  i n t e r n s h i p s  a r e  a l w a y s  g r a d e d  o n  a  p a s s - f a i l  b a s i s .  [ M & C  5 / 1 5 / 9 2 ]  
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POSTING GRADES 
Faculty wishing to post exam or course grades must do so in a manner that does not allow for 
identification of individuals. For example, names, student numbers, initials, and social security 
numbers may not be used. [See FERPA policy.] 
PRE-REGISTRATION 
Pre-registration for spring term occurs approximately six weeks prior to final examinations 
during fall semester. Pre-registration for currently enrolled students for the fall term is held 
about six weeks prior to spring final examinations. Pre-registration for summer sessions is held 
the week before fall pre-registration. Incoming students for the fall term are registered during the 
spring, summer, or just prior to fall term, during Dragon Days. [M&C 5115/92] 
REPEATING COURSES 
When a course is repeated, only the higher grade will be used to compute the student's grade 
point average. However, repeating a course more than once will result in the removal of only one 
previous grade from the student's GPA computation. To assure that the GPA is correct, the 
student must submit a "Repeated Course" form at the Records Office. All course attempts will 
remain on the student's permanent academic record. A student may not repeat a course to 
improve a previous grade of "C" or better in that course. Such registration will be treated as an 
audit. [M&C 5/15/92] 
SATISFACTORY ACADEMIC PROGRESS STANDARDS 
FOR RECEIPT OF FINANCIAL AID 
Federal and State regulations require that all students maintain satisfactory academic progress 
toward completion of the requirements for a degree or certificate to receive student financial aid. 
The following standards are specified by the Higher Education Amendments of 1986 
[Public Law 99-498, Section 484] 
Satisfactory Academic Progress Standards for receipt of student financial aid apply to all 
students, including graduate students, whether or not they are currently receiving any student aid. 
If the student is otherwise ineligible for financial aid, the progress standards will not immediately 
affect them. They will continue to be informed of any unsatisfactory progress in the event that 
they apply or become eligible for financial aid in the future. 
Failure to maintain satisfactory progress will result in ineligibility for the following financial aid 
programs: Federal Pel! Grant, Federal Supplemental Educational Opportunity Grant (FSEOG), 
Federal Perkins Loan (formerly NDSL), Work Program, Federal Subsidized and Unsubsidized, 
Stafford Loan Program, Federal PLUS, SELF, Minnesota State Grant, Vocational Rehabilitation, 
Non-AFDC Childcare, and Indian Scholarships. Monitoring of the student's academic progress 
is evaluated yearly. Students will be advised of their status by letter if they fail to meet the 
standards. 
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M i n i m u m  S a t i s f a c t o r y  P r o g r e s s  S t a n d a r d s  
G r a d e  P o i n t  A v e r a g e  
A c a d e m i c  P o l i c i e s  a n d  P r o c e d u r e s  
S t u d e n t s  a r e  r e q u i r e d  t o  m a i n t a i n  t h e  f o l l o w i n g  m i n i m u m  G P A  r e q u i r e m e n t s :  
a .  1 . 6  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  1 6  c r e d i t s ,  i n c l u d i n g  8  c r e d i t s  w i t h  
g r a d e s  o t h e r  t h a n  ' P ' .  
b .  1 . 9  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  4 0  c r e d i t s .  
c .  2 . 0  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  7 2  c r e d i t s .  
d .  G r a d u a t e  s t u d e n t s _n e e d  a  m i n i m u m  3 . 0 0  G P A  t o  g r a d u a t e  a n d  m u s t  m e e t  a l l  o t h e r  
r e q u i r e m e n t s  a s  s t a t e d  i n  t h e  c u r r e n t  g r a d u a t e  b u l l e t i n .  
C r e d i t s  
I n  o r d e r  t o  m a i n t a i n  s a t i s f a c t o r y  a c a d e m i c  p r o g r e s s  f o r  f i n a n c i a l  a i d  p u r p o s e s ,  u n d e r g r a d u a t e  
s t u d e n t s  m u s t  c o m p l e t e  a  m i n i m u m  o f  6 7 %  o f  t h e  t o t a l  c u m u l a t i v e  c r e d i t s  a t t e m p t e d  a t  M S U M  
w i t h  a  g r a d e  o f  " D "  o r  b e t t e r .  
R e f e r  t o  t h e  B u l l e t i n  f o r  c o m p l e t e  U n i v e r s i t y  p o l i c y  r e g a r d i n g  m i n i m u m  s t a n d a r d s .  A l l  a p p e a l s  
r e g a r d i n g  G P A  s h o u l d  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  f o r  r e v i e w ,  p h o n e  2 3 6 - 2 7 6 5 .  
[ M & C  5 1  1 5 / 9 2 ]  
S E N I O R  C I T I Z E N S  
M i n n e s o t a  r e s i d e n t s  a g e  6 2  o r  o v e r  m a y  e i t h e r  ( a )  a t t e n d  c l a s s  f r e e  w i t h o u t  c r e d i t  o r  ( b )  r e c e i v e  
c r e d i t  b y  p a y m e n t  o f  a n  a d m i n i s t r a t i v e  f e e  o f  $ 6 . 0 0  p e r  c r e d i t  i f  s p a c e  i s  a v a i l a b l e  a f t e r  a l l  t u i t i o n  
p a y i n g  s t u d e n t s  a r e  e n r o l l e d .  T o  r e c e i v e  c r e d i t ,  t h e  s e n i o r  c i t i z e n  m u s t  ( a )  f i l l  o u t  t h e  c o u r s e  
r e g i s t r a t i o n  f o r m  a n d  i n d i c a t e  s e n i o r  c i t i z e n  s t a t u s ;  ( b )  s h o w  e v i d e n c e ,  s u c h  a s  d r i v e r ' s  l i c e n s e ,  t o  
t h e  i n s t r u c t o r  t o  c e r t i f y  b i r t h  d a t e ;  a n d  ( c )  s e c u r e  i n s t r u c t o r ' s  s i g n a t u r e .  [ M & C  5 1 1 5 / 9 2 ]  
S I X - Y E A R  P R O G R A M  R E V I E W  G U I D E L I N E S  
T h e  u n i v e r s i t y  h a s  e s t a b l i s h e d  a  s i x - y e a r  c y c l e  o f  r e v i e w s  o f  a l l  d e p a r t m e n t s ,  a c a d e m i c  
p r o g r a m s ,  a n d  g r a d u a t e  p r o g r a m s  ( s e e  A p p e n d i x  A ) .  E a c h  d e p a r t m e n t  s c h e d u l e d  f o r  r e v i e w  
i n  a  p a r t i c u l a r  y e a r  i s  n o t i f i e d  a t  t h e  b e g i n n i n g  o f  t h a t  a c a d e m i c  y e a r .  T h e  p r o g r a m ' s  r e v i e w  
p l a n  i s  t o  b e  d e v e l o p e d  i n  c o n j u n c t i o n  w i t h  t h e  D e a n .  T h e r e  a r e  t h r e e  m a j o r  c o m p o n e n t s  o f  a  
r e v i e w :  ( 1 )  a  s e l f - s t u d y ,  ( 2 )  e v a l u a t i o n  b y  a n  e x t e r n a l  c o n s u l t a n t ,  a n d  ( 3 )  p o s t - r e v i e w  
a n a l y s i s  a n d  p l a n n i n g .  E a c h  o f  t h e s e  c o m p o n e n t s  i s  d e s c r i b e d  i n  t h i s  g u i d e .  
S i x  y e a r  p r o g r a m  r e v i e w s  a r e  n o t  m a n d a t o r y  f o r  t h o s e  p r o g r a m s  t h a t  a r e  a c c r e d i t e d  b y  
n a t i o n a l  p r o g r a m  a c c r e d i t i n g  b o d i e s  ( e . g . ,  N C A T E ,  A A C S B ,  C S W E ,  A B E T )  i f  s u c h  
a c c r e d i t a t i o n  i n c l u d e s  o n - c a m p u s  p r o g r a m  r e v i e w  b y  a n  e x t e r n a l  r e v i e w e r .  I t  w i l l  
b e  m a n d a t o r y  f o r  s u c h  p r o g r a m s  t o  s u b m i t  a  c o p y  o f  t h e i r  r e p o r t  t o  t h e  U n i v e r s i t y ,  
t h r o u g h  t h e  a p p r o p r i a t e  D e a n  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  t o g e t h e r  
w i t h  a  r e p o r t  c o v e r i n g  a n y  u n a d d r e s s e d  a s p e c t s  o f  t h e  C o n s u l t a n t ' s  q u e s t i o n n a i r e  
n o r m a l l y  u t i l i z e d  i n  s i x  y e a r  p r o g r a m  r e v i e w s .  A  f i n a l  d e t e r m i n a t i o n  o f  t h e  n e e d  f o r  
t h e  f u l l  s i x - y e a r  p r o g r a m  r e v i e w  r e s t s  w i t h  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  
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Selecting an External Consultant 
The consultant may be (1) from another MnSCU university, or (2) external to the Minnesota 
State system. The kind of consultant most appropriate to the review will be determined by 
the Dean and Vice President for Academic Affairs. The consultant should be knowledgeable 
about the academic field and about similar programs at similar kinds of institutions. The 
department may also choose to select an additional consultant from MSUM who is external 
to the program. 
Names of potential consultants are often available through professional organizations, or 
members of the self-study team may know of leaders in the field whose work in teaching is 
valued. Consultants may be assigned as part of an accreditation visit team when 
accreditation and program review are taking place at the same time. Typically, one person 
serves as consultant, but a team may be used when mandated by accreditation standards or 
when there is some other compelling rationale. 
External reviewers typically come from state universities (AASCU institutions) of our size or 
larger. Individuals recommended as program reviewers should have prior experience on at 
least one review team and/or should be active in their professional organization(s). In 
addition, because of the institution's commitment to affirmative action and cultural diversity, 
women and persons of color should be included in the list of potential reviewers. The 
proposed consultants may not be personal friends or close colleagues of any member of the 
department or self-study team. 
The department chair or program coordinator should forward to the Dean the names of at 
least three potential consultants along with statements of their qualifications to serve as 
reviewers. The Dean will attach comments to the list of potential consultants and forward 
the materials to Academic Affairs. The consultant will be selected through consultation 
between the program, the Dean, and the Vice President for Academic Affairs. 
Preparing the Self-Study 
The internal portion of the program review process begins with the appointment of a self-
study coordinator and committee. The committee will prepare a report covering program 
quality, program need, contributions of the program, cost and management of the program, 
and future directions. Headings are provided below to guide the development of the self-
study. Programs may add other questions, if desired, and the Dean may request that specific 
issues be addressed in the self-study. 
The report may be organized differently, if there are accreditation mandates, but all seven 
headings must be covered. Wherever possible the self-study should include 
numerical/statistical data to support claims made. MSUM's Institutional Research Office will 
provide appropriate data and departments may request additional data. 
The completed self-study is to be submitted to the Dean for review and comment before it is 
sent to the external consultant. When the self-study report is acceptable to the Dean, it is sent 
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A c a d e m i c  P o l i c i e s  a n d  P r o c e d u r e s  
t o  t h e  e x t e r n a l  c o n s u l t a n t  a n d  t o  A c a d e m i c  A f f a i r s .  C o p i e s  o f  t h e  A s s e s s m e n t  s e c t i o n  a r e  t o  
b e  s e n t  t o  t h e  I n s t i t u t i o n a l  A s s e s s m e n t  C o m m i t t e e .  
T h e  P r o g r a m  S e l f - S t u d y  R e p o r t :  T h e  s e l f - s t u d y  r e p o r t  s h o u l d  b e  b r i e f ,  c o n c i s e ,  a n d  n o  m o r e  
t h a n  2 0  s i n g l e - s p a c e d  p a g e s  i n  l e n g t h .  I t  s h o u l d  u s e  t h e  f o l l o w i n g  o u t l i n e  a s  a  g u i d e .  
A .  I n t r o d u c t i o n  
•  b r i e f  p r o g r a m  h i s t o r y ;  
•  r e l a t i o n s h i p  w i t h  o t h e r  a c a d e m i c  u n i t s ;  
•  a  c l e a r  s t a t e m e n t  o f  c h a n g e s  t h a t  h a v e  o c c u r r e d  i n  r e s p o n s e  t o  
r e c o m m e n d a t i o n s  f r o m  t h e  l a s t  r e v i e w ,  a n d ,  w h e r e  a p p r o p r i a t e ,  
r e c o m m e n d a t i o n s  i n d e p e n d e n t  o f  t h e  r e v i e w .  
B .  C u r r i c u l u m  
•  p r o g r a m  o b j e c t i v e s ;  
•  c u r r i c u l a r  r e q u i r e m e n t s ;  
•  e v i d e n c e  t h a t  t h e  c u r r i c u l a r  q u a l i t y  i s  a s  s t r o n g  a s ,  o r  s t r o n g e r  t h a n ,  
s i m i l a r  p r o g r a m s  i n  t h e  s t a t e  a n d  n a t i o n ;  
•  s u m m a r y  t a b l e  l i s t i n g  t h e  c o u r s e s  a n d  t h e  t e r m s / s e s s i o n s  o f f e r e d  s i n c e  
t h e  l a s t  r e v i e w ;  
•  e v i d e n c e  c o r r e l a t i n g  t h e  a s s e s s m e n t  o f  s t u d e n t  l e a r n i n g  o u t c o m e s  t o  
p r o g r a m  o b j e c t i v e s  a n d  c h a n g e s  m a d e  a s  a  r e s u l t ;  
•  s e r v i c e  t o  o t h e r  p r o g r a m s  o r  f u n c t i o n s  a t  M S U M ;  
•  d u p l i c a t i o n  o f  w o r k  i n  t h e  p r o g r a m  w i t h  w o r k  i n  o t h e r  p r o g r a m s  o r  
d e p a r t m e n t s  a n d  s u g g e s t  m o d i f i c a t i o n s  t o  r e d u c e  d u p l i c a t i o n ;  
•  m e t h o d s  o f  a s s e s s i n g  t e a c h i n g  e f f e c t i v e n e s s ;  
•  c o o p e r a t i v e  e f f o r t s  t o  e n s u r e  q u a l i t y  f o r  p r o g r a m  c o u r s e  r e q u i r e m e n t s  
o u t s i d e  t h e  d e p a r t m e n t .  
C .  S t u d e n t s  
•  s u m m a r i z e  a n d  e v a l u a t e  c u r r e n t  s t u d e n t  d e m a n d  a n d  p r o j e c t e d  
e n r o l l m e n t  f o r  t h e  p r o g r a m :  
•  s u m m a r i z e  a n d  e v a l u a t e  s t u d e n t  s a t i s f a c t i o n  w i t h  t h e  p r o g r a m  l e a r n i n g  
e x p e n e n c e ;  
•  e n r o l l m e n t  o b j e c t i v e s ;  
•  s u m m a r i z e  a n d  e v a l u a t e  s a t i s f a c t o r y  p l a c e m e n t  o f  g r a d u a t e s  ( g r a d u a t e  
s c h o o l ,  j o b s ) ;  
D .  F a c u l t y  
•  v e r i f y  t h a t  t h e  f a c u l t y  a r e  q u a l i f i e d  t o  t e a c h  t h e  c u r r i c u l u m ;  
•  v e r i f y  t h a t  t h e  f a c u l t y  h a v e  m a i n t a i n e d  a n  a c t i v e  p r o f e s s i o n a l  
d e v e l o p m e n t  p r o c e s s ;  
•  p r o v i d e  e v i d e n c e  t h a t  t h e  f a c u l t y  a r e  a c t i v e l y  e n g a g e d  i n  t h e i r  d i s c i p l i n e ;  
•  p r o v i d e  e v i d e n c e  o f  f a c u l t y  s c h o l a r s h i p ,  i n c l u d i n g  t h e  s c h o l a r s h i p  o f  
p e d a g o g y ;  
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• verify that the program has an adequate number of qualified faculty to 
meet student demand; 
• verify that teaching loads are not excessive; 
E. Service 
• provide evidence that the program contributes to the mission and 
planning priorities of MSUM 
• provide evidence that the program provides important service to the 
community; 
F. Resources 
• describe the adequacy of physical facilities and space assigned to the 
program; 
• verify that the program is provided adequate operating budgets for 
supplies, equipment and library resources ; 
• describe resource limitations to program growth; 
• provide a list of anticipated retirements or other position vacancies 
during the next six years ; 
I 
• assume no changes in resources for this program during the next six 
years; describe internal changes in budget use that would most improve 
program quality; 
• assume the addition of one new position for the program; desctibe the 
most significant changes that would arise from this increase in resources; 
• assume the loss of one position from the program; describe the most 
significant changes that would rise from this decrease in resources; 
G. Integrity 
• describe and address program conformity with FERPA; 
• review and suggest changes in occupational information provided to 
students in program; 
• review and suggest changes in information given to prospective students; 
• describe how the professional ethics of the discipline/profession are 
articulated, communicated, and encouraged among students in program; 
H. Other Information 
• other information not mentioned above 
The Consultant's Visit 
1. Early in the planning process, a date for the campus visit should be established with 
the consultant and approved by the Dean. A budget should be developed showing 
consultant expenses, honorarium, and any other expenditures necessary to complete 
the review. Typically, the budget for the review is $1,150 for departments and $850 
for programs. 
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A c a d e m i c  P o l i c i e s  a n d  P r o c e d u r e s  
2 .  T h e  n a m e ,  h o m e  a d d r e s s ,  a n d  s o c i a l  s e c u r i t y  n u m b e r  o f  t h e  C o n s u l t a n t ;  c u r r e n t  v i t a ;  
d a t e s  o f  t h e  v i s i t ;  a n d  b u d g e t  a r e  f o r w a r d e d  t o  A c a d e m i c  A f f a i r s ,  t o  i s s u e  a  f o r m a l  
c o n t r a c t  t o  t h e  C o n s u l t a n t .  
3 .  A t  l e a s t  t h r e e  w e e k s  p r i o r  t o  t h e  s c h e d u l e d  v i s i t ,  t h e  s e l f - s t u d y  c o o r d i n a t o r  w i l l  
p r e p a r e  a  s c h e d u l e  f o r  t h e  v i s i t ,  i n  c o n s u l t a t i o n  w i t h  t h e  C o n s u l t a n t  a n d  t h e  D e a n .  
C o n s u l t a n t s  a r e  t y p i c a l l y  o n  c a m p u s  f o r  o n e  o r  t w o  d a y s .  A s  a  m i n i m u m ,  t h e  
C o n s u l t a n t  m u s t  m e e t  w i t h  t h e  s e l f - s t u d y  c o m m i t t e e  a n d  d e p a r t m e n t  f a c u l t y ,  s t u d e n t s ,  
t h e  D e a n ,  a n d  t h e  A c a d e m i c  V i c e  P r e s i d e n t .  I f  p o s s i b l e ,  t h e  C o n s u l t a n t  s h o u l d  a l s o  
m e e t  w i t h  t h e  P r e s i d e n t .  T h e  C o n s u l t a n t  m a y  r e q u e s t  t o  m e e t  w i t h  o t h e r  g r o u p s ,  a s  
w e l l .  A n  e x i t  i n t e r v i e w  m u s t  b e  s c h e d u l e d  a t  t h e  e n d  o f  t h e  t i m e  o n  c a m p u s  s o  t h a t  
t h e  D e a n  ( a n d  V i c e  P r e s i d e n t ,  i f  a v a i l a b l e )  c a n  b e  g i v e n  f e e d b a c k  a n d  m a k e  
c l a r i f i c a t i o n s ,  a s  n e c e s s a r y .  
4 .  T h e  C o n s u l t a n t  s h o u l d  r e c e i v e  a  c o p y  o f  t h e  s e l f - s t u d y  a n d  t h e  o n - c a m p u s  s c h e d u l e  i n  
a d v a n c e  o f  t h e  v i s i t .  
5 .  T h e  d e p a r t m e n t  w i l l  m a k e  t h e  n e c e s s a r y  s o c i a l  a r r a n g e m e n t s  a n d  t a k e  c a r e  o f  
l o g i s t i c s  s u c h  a s  h o u s i n g  a n d  t r a n s p o r t a t i o n  t o  a n d  f r o m  t h e  a i r p o r t .  
6 .  T h e  C o n s u l t a n t  m a y  s u b m i t  a n  e x p e n s e  v o u c h e r  d u r i n g  t h e  c a m p u s  v i s i t  o r  a f t e r  t h e  
v i s i t .  R e c e i p t s  f o r  t r a v e l  a n d  l o d g i n g  a r e  r e q u i r e d .  M e a l s  a r e  r e i m b u r s e d  a t  s t a n d a r d  
u n i v e r s i t y  r a t e s .  T h e  C o n s u l t a n t  s h o u l d  p a y  f o r  h i s  o r  h e r  m e a l  e x p e n s e s  a n d  s u b m i t  
t h e m  f o r  r e i m b u r s e m e n t  r a t h e r  t h a n  m a k i n g  d i r e c t  c h a r g e s  t o  t h e  u n i v e r s i t y .  T h e  
u n i v e r s i t y  w i l l  n o t  p a y  f o r  t h e  m e a l  e x p e n s e s  o f  d e p a r t m e n t  o r  c o m m i t t e e  m e m b e r s  
f r o m  p r o g r a m  r e v i e w  f u n d s ,  u n l e s s  p r i o r  a p p r o v a l  i s  o b t a i n e d  f r o m  t h e  D e a n  a n d  t h e  
A c a d e m i c  A f f a i r s  O f f i c e .  
7 .  T h e  C o n s u l t a n t  m u s t  s u b m i t  a  w r i t t e n  r e p o r t  t o  t h e  D e a n .  I f  t h e  D e a n  f i n d s  t h e  r e p o r t  
a c c e p t a b l e ,  h e  o r  s h e  w i l l  a u t h o r i z e  t h e  A s s o c i a t e  v i c e  P r e s i d e n t  o f  A c a d e m i c  A f f a i r s  
t o  a p p r o v e  p a y m e n t  o f  t h e  h o n o r a r i u m .  
8 .  C o p i e s  o f  t h e  f i n a l  r e p o r t  a r e  d i s t r i b u t e d  t o  t h e  d e p a r t m e n t  o r  p r o g r a m ,  t h e  D e a n ,  a n d  
t h e  A c a d e m i c  V i c e  P r e s i d e n t .  
C o n s u l t a n t ' s  R e p o r t  a n d  Q u e s t i o n n a i r e  
G e n e r a l  Q u e s t i o n s  t o  B e  C o m p l e t e d  b y  t h e  E x t e r n a l  R e v i e w e r  o f  t h e  U n d e r g r a d u a t e  
P r o g r a m  
I n  a d d i t i o n  t o  t h e  f o l l o w i n g  n u m b e r e d  q u e s t i o n s ,  w h i c h  r e q u i r e  b o t h  a  n o m i n a l  r e s p o n s e  
a n d  a  n a r r a t i v e  j u s t i f i c a t i o n  o f  t h a t  r e s p o n s e ,  t h e  r e p o r t  w i l l  a s s e s s  t h e  q u a l i t y  o f  t h e  
p r o g r a m  b y  p r o v i d i n g  a  n a r r a t i v e  c o m m e n t a r y  o n  e a c h  o f  t h e  f o l l o w i n g :  
•  A r t i c u l a t i o n  a n d  a t t a i n m e n t  o f  s t u d e n t  l e a r n i n g  o u t c o m e s  o f  t h e  p r o g r a m .  
•  A d e q u a c y  o f  t h e  p r o g r a m  a s s e s s m e n t  p l a n  
•  P r o p o s e d  p l a n s  f o r  t h e  f u t u r e .  
•  T h e  r e l a t i o n  o f  t h e  p r o g r a m  t o  o t h e r  u n i t s ,  r e l a t i v e  t o  t h e i r  s e r v i c e  m i s s i o n .  
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• Strengths and weaknesses of the program. 
• Opportunities for improving the program with existing resources. 
• Strengths and weaknesses of the program faculty. 
• Strengths and weaknesses of the research and scholarly activity of the program 
faculty. 
• Staff and workload issues. 
• Adequacy of supporting services. 
• Effectiveness of the program in meeting University and College mission and 
goals. 
Note to Reviewers: Each of the following questions requires both a nominal response and 
a narrative justification of that response. 
Q-1 To what degree has the department or program clearly articulated its educational 
goals and objectives for majors/minors in its self-study document? 
1 HIGH 2MEDIUM 3LOW 4NONE 
Reviewer's comments. 
Q-2 Does the department or program meet generally accepted standards for its 
discipline? (refer to national standards, not other students or departments) 
1 YES 2NO 
Please comment on your answer. 
Q-3 Compared to students who pursue degrees from similar departments or programs in 
other comparable universities, how would you rate the students in this department or 
programs on the following items? 
a. Disciplinary knowledge 
b. General academic quality 
Reviewer' s comments. 
1. ABOVE AVERAGE 
2. AVERAGE 
3. BELOW AVERAGE 
4. UNABLE TO DETERMINE 
1. ABOVE AVERAGE 
2.AVERAGE 
3. BELOW AVERAGE 
4. UNABLE TO DETERMINE 
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Q - 4  A t  w h a t  l e v e l  w o u l d  y o u  e s t i m a t e  t h e  q u a l i t y  o f  t e a c h i n g  i n  t h i s  d e p a r t m e n t  o r  
p r o g r a m  i s  c o m p a r e d  t o  t e a c h i n g  i n  o t h e r  s i m i l a r  d e p a r t m e n t s  o r  p r o g r a m s ?  
1  A B O V E  A V E R A G E  
2 A V E R A G E  
3  B E L O W  A V E R A G E  
R e v i e w e r ' s  c o m m e n t s .  
Q - 5  A t  w h a t  l e v e l  w o u l d  y o u  e s t i m a t e  t h e  q u a l i t y  o f  a d v i s i n g  i n  t h i s  d e p a r t m e n t  o r  
p r o g r a m  i s  c o m p a r e d  t o  a d v i s i n g  i n  o t h e r  s i m i l a r  d e p a r t m e n t s  o r  p r o g r a m s ?  
1  A B O V E  A V E R A G E  
2 A V E R A G E  
3  B E L O W  A V E R A G E  
R e v i e w e r ' s  c o m m e n t s  
Q - 6  C o m p a r e d  t o  f a c u l t y  f r o m  s i m i l a r  d e p a r t m e n t s  o r  p r o g r a m s  i n  o t h e r  u n i v e r s i t i e s ,  h o w  
w o u l d  y o u  r a t e  t h e  f a c u l t y  i n  t h i s  d e p a r t m e n t  o r  p r o g r a m  o n  t h e  f o l l o w i n g  i t e m s ?  
a .  A t t a i n m e n t  o f  t e r m i n a l  d e g r e e s  
b .  P u r s u i t  o f  r e s e a r c h ,  s c h o l a r l y  a n d / o r  
c r e a t i v e  a c t i v i t i e s .  
c .  C o n t r i b u t i o n  t o  s t u d e n t  g r o w t h  a n d  
u n d e r s t a n d i n g .  
d .  C o n t r i b u t i o n  t o  l i b e r a l  e d u c a t i o n  
e .  C o n t r i b u t i o n  t o  u n i v e r s i t y  s e r v i c e /  
c o m m u n i t y  s e r v i c e  
R e v i e w e r ' s  c o m m e n t s .  
1 .  A B O V E  A V E R A G E  
2 . A V E R A G E  
3 .  B E L O W  A V E R A G E  
1 .  A B O V E  A V E R A G E  
2 .  A V E R A G E  
3 .  B E L O W  A V E R A G E  
1 .  A B O V E  A V E R A G E  
2 .  A V E R A G E  
3 .  B E L O W  A V E R A G E  
1 .  A B O V E  A V E R A G E  
2 .  A V E R A G E  
3 .  B E L O W  A V E R A G E  
4 .  N O T  A P P L I C A B L E  T O  T i l l S  
P R O G R A M  
1 .  A B O V E  A V E R A G E  
2 .  A V E R A G E  
3 .  B E L O W  A V E R A G E  
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Q-7 Based on data provided in the self-study related to the student outcomes selected by 
the department or program for assessment, how highly would you rate this department 
or program compared to similar departments or programs in the discipline on its 
student learning outcomes? 
1. ABOVE AVERAGE 
2. AVERAGE 
3. BELOW AVERAGE 
Please comment. 
Q-8 How could the curriculum of this department or program be improved over the next 
five years, and what actions would be required to accomplish that improvement given 
current levels of resources? Please be as specific as possible by commenting on 
library resources, facilities, technology, and staffing. 
Q-9 If appropriate, please comment on the nature and quality of departmental or program 
offerings in on and off campus electronic and distance education formats. In 
particular, this item should include instructional television, Internet technology, 
external studies, and other courses. 
Q-10 If appropriate, please comment on the nature and quality of departmental or 
program offerings of internships, student teaching, 'or other workplace experiences 
that are part of the curriculum. 
Q-11 Where relevant: Based on information provided in the self-study document, and 
interviews with administrators, students and faculty, what is your opinion of the 
appropriateness of department or program admission standards and procedures? 
a. Admission standards 1. Very Appropriate 
2. Somewhat Appropriate 
3. Somewhat Inappropriate 
4. Very Inappropriate 
b. Adequacy of procedures 1. Very Appropriate 
2. Somewhat Appropriate 
3. Somewhat Inappropriate 
4. Very Inappropriate 
Q-12 Based on information provided in the self-study document and compared to other 
departments and programs in similar universities, how would you assess the quality 
of this department or program on the following items? (If no information is supplied, 
circle DNA.) 




1 EXCELLENT 2 VERY GOOD 3 AVERAGE 
4 POOR 5 VERY POOR 6 DNA 
1 EXCELLENT 2 VERY GOOD 3 AVERAGE 
4 POOR 5 VERYPOOR 6DNA 
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c .  S t u d e n t  a n d  a l u m n i  
a c h i e v e m e n t s  
P l e a s e  c o m m e n t  o n  y o u r  a n s w e r s .  
A c a d e m i c  P o l i c i e s  a n d  P r o c e d u r e s  
1  E X C E L L E N T  2  V E R Y  G O O D  3  A V E R A G E  
4  P O O R  5  V E R Y  P O O R  6  D N A  
P o s t  R e v i e w  A c t i v i t i e s  
1 .  T h e  d e p a r t m e n t  w i l l  p r e p a r e  a  b r i e f  w r i t t e n  r e s p o n s e  t o  t h e  C o n s u l t a n t ' s  r e p o r t  a n d  w i l l  
s u b m i t  i t  t o  t h e  D e a n .  T h i s  i n i t i a l  r e s p o n s e  s h o u l d  a d d r e s s  s t a t e m e n t s / r e c o m m e n d a t i o n s  
m a d e  b y  t h e  C o n s u l t a n t  a n d  s h o u l d  i n d i c a t e  t h e  l i k e l y  d i r e c t i o n  o f  t h e  p r o g r a m ' s  Q u a l i t y  
I m p r o v e m e n t  P l a n ,  i n c l u d i n g  p r o v i s i o n a l  s h o r t  a n d  l o n g - t e r m  g o a l s .  A  c o p y  o f  t h e  
r e s p o n s e  w i l l  b e  s e n t  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  W i t h i n  t w o  m o n t h s  o f  
t h e  r e c e i p t  o f  t h e  r e s p o n s e ,  t h e  D e a n  w i l l  s c h e d u l e  a  m e e t i n g  w i t h  t h e  d e p a r t m e n t  a n d  
v i c e  p r e s i d e n t  t o  d i s c u s s  t h e  C o n s u l t a n t ' s  r e p o r t  a n d  t h e  d e p a r t m e n t ' s  r e s p o n s e .  
2 .  F o l l o w i n g  t h e  m e e t i n g  w i t h  t h e  D e a n ,  t h e  d e p a r t m e n t  w i l l  d e v e l o p  a  Q u a l i t y  
I m p r o v e m e n t  P l a n ,  c o n t a i n i n g  s i x - y e a r  g o a l s ,  a n d  t h e  d e p a r t m e n t a l  a s s e s s m e n t  p r o g r a m .  
T h i s  p l a n  s h o u l d  i n c o r p o r a t e  f e e d b a c k  f r o m  t h e  C o n s u l t a n t  t o  b e n e f i t  b o t h  t h e  p r o g r a m  
a n d  t h e  i n s t i t u t i o n .  T h e  p l a n  w i l l  i n c l u d e  a n d  s p e c i f y  m e t h o d s  f o r  a s s e s s i n g  w h e t h e r  t h e  
p l a n ' s  g o a l s  h a v e  b e e n  s u c c e s s f u l l y  c o m p l e t e d .  
3 .  U p o n  r e c e i p t  o f  t h e  Q u a l i t y  I m p r o v e m e n t  P l a n ,  t h e  D e a n  w i l l  i n d i c a t e  a g r e e m e n t ,  
f o r w a r d i n g  a  c o p y  o f  t h e  p l a n  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  o r  w i l l  
s u g g e s t  c h a n g e s  a n d  d i r e c t  t h e  d e p a r t m e n t  t o  m o d i f y  t h e  p l a n .  I f  d i r e c t e d  t o  m o d i f y  t h e  
p l a n ,  t h e  d e p a r t m e n t  w i l l  r e s p o n d  a n d  t h e  D e a n  w i l l  f o r w a r d  a  c o p y  t o  t h e  V i c e  
P r e s i d e n t .  
4 .  T h e  D e a n  i s  r e s p o n s i b l e  f o r  s e e i n g  t h a t  a n y  r e l e v a n t  r e c o m m e n d a t i o n s  o f  t h e  a p p r o v e d  
Q u a l i t y  I m p r o v e m e n t  P l a n  b e c o m e  e l e m e n t s  o f  t h e  C o l l e g e  S t r a t e g i c  P l a n .  
N o t e s :  
1 .  T h e  P r o g r a m  R e v i e w  p r o c e s s  a t  M S U M  i s  o v e r s e e n  b y  t h e  A s s o c i a t e  A c a d e m i c  V i c e  
P r e s i d e n t .  
2 .  G r a d u a t e  P r o g r a m s  m u s t  f o l l o w  t h e  r e v i e w  g u i d e l i n e s  e s t a b l i s h e d  b y  t h e  G r a d u a t e  
C o u n c i l .  A  c o p y  i s  a t t a c h e d  i n  A p p e n d i x  C .  
3 .  A p p e n d i x  D  c o n t a i n s  c o p i e s  o f  t h e  C o n s u l t a n t  C o n t r a c t  a n d  V e n d o r  C e r t i f i c a t i o n  f o r m s .  
4 .  P a r t s  o f  t h i s  d o c u m e n t  h a v e  b e e n  a d a p t e d  f r o m  t h e  W i n o n a  S t a t e  U n i v e r s i t y  " P r o g r a m  
R e v i e w  T a s k  F o r c e "  ( S p r i n g  1 9 9 7 ) ,  w i t h  p e r m i s s i o n  f r o m  t h e  V i c e  P r e s i d e n t  f o r  
A c a d e m i c  A f f a i r s .  P a r t s  o f  t h i s  d o c u m e n t  h a v e  b e e n  a d a p t e d  f r o m  B e m i d j i  S t a t e  
U n i v e r s i t y  " P r o g r a m  R e v i e w  T a s k  F o r c e :  ( S p r i n g  1 9 9 7 ) ,  w i t h  p e r m i s s i o n  f r o m  t h e  V i c e  
P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  
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5. Schedules for six-year reviews are prepared regularly. Copies may be obtained from the 
Academic Affairs Office or Academic Dean's Offices. [M&C 4/30/98] 
Appendix B. Categories for Uniform Collecting and Reporting of Data 
Relevant to Program Review 
1) Demographic Data -
a) List of faculty with highest degree and number of minority or female faculty. 
b) Total FfE Faculty with% full-time, % part-time,% tenured,% minority, %female. 
2) Enrollment Data- for each Department 
a) Declared ug majors 
b) Declared ug minors (if we set up way for minors to be declared- now we know only 
when a student files for graduation) 
c) Declared grad majors 
d) Number of majors per FfE faculty 
e) Student demographics- for majors 
i) % American minority 
ii) %female 
iii) % international 
3) Productivity 
a) Credit-hour production 
i) Ug credits (on-campus) 
ii) Ug credits (off-campus) 
iii) Ug credits (continuing education) 
iv) Total ug credits 
v) Total g credits 
vi) Total summer session ug 
vii)Total summer session grad 
viii)CH per FfE faculty 
b) Degrees Granted 
i) Total ug degrees 
ii) Number of teaching degrees granted (nonteaching is given by the difference) 
iii) Number of graduate degrees granted 
iv) Number of licensure/certification programs completed 
c) Course Offerings 
i) Number of course sections (A Y) 
ii) Number of course sections- summer 
iii) Number of sections offered via distance education/ITV/WWW 
i v) Average class size: 
( 1) Lower division 




v) Number of Courses offered as Service i.e. required by other majors 
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v i )  N u m b e r  o f  C o u r s e s  o f f e r e d  f o r  L i b e r a l  S t u d i e s  
d )  S c h o l a r l y  A c t i v i t y  
i )  L i s t  o f  B o o k s  a n d  M o n o g r a p h s  p u b l i s h e d  b y  f a c u l t y  
i i )  L i s t  o f  r e f e r e e d  p u b l i c a t i o n s - b y  f a c u l t y  
i i i )  L i s t  o f  n o n - r e f e r e e d  p u b l i c a t i o n s - b y  f a c u l t y  
i v )  L i s t  o f  c r e a t i v e  w o r k s / p r o j e c t s - b y  f a c u l t y  
v )  L i s t  o f  r e s e a r c h  g r a n t s  s u b m i t t e d - i n t e r n a l  a n d  e x t e r n a l - f a c u l t y  
v i )  L i s t  o f  r e s e a r c h  g r a n t s  f u n d s  a n d  d o l l a r  a m o u n t - f a c u l t y  
v i i ) L i s t  o f  p a p e r s ,  p r e s e n t a t i o n s  a u t h o r e d  o r  c o - a u t h o r e d  w i t h  s t u d e n t s  ( J A S  a d d e d )  
v i i i ) O t h e r  
4 )  P r o g r a m  E f f e c t i v e n e s s  
a )  G r a d u a t e d  S t u d e n t s  ( d a t a  t o  b e  i n c l u d e d  i f  c a n  b e  c o l l e c t e d  b y  t h e  U n i v e r s i t y )  
i )  N u m b e r  s a t i s f a c t o r i l y  e m p l o y e d  a f t e r  1 2  m o n t h s  
i i )  N u m b e r  s a t i s f a c t o r i l y  e m p l o y e d  a f t e r  5  y e a r s  
i i i )  N u m b e r  a d m i t t e d  t o  g r a d u a t e  s c h o o l s  
i v )  W h e r e  a p p r o p r i a t e ,  p a s s i n g  r a t e  o f  g r a d u a t e s  i n  l i c e n s u r e  e x a m s  
v )  W h e r e  a p p r o p r i a t e ,  G R E ,  G M A T ,  M C A T ,  L S A T  r e s u l t s  
b )  C u r r i c u l u m  
i )  W h e r e  a p p r o p r i a t e ,  % o r  n u m b e r  o f  g r a d u a t e s  c o m p l e t i n g  s e n i o r  p r o j e c t  o r  c a p s t o n e  
i i )  W h e r e  a p p r o p r i a t e ,  % o r  n u m b e r  o f  g r a d u a t e s  w r i t i n g  a  m a j o r  r e s e a r c h  r e p o r t  
i i i )  W h e r e  a p p r o p r i a t e ,  % o r  n u m b e r  o f  g r a d u a t e s  i n v o l v e d  i n  u g  resear~h 
i v )  W h e r e  a p p r o p r i a t e , %  o r  n u m b e r  o f  g r a d u a t e s  w h o  h a v e  b e e n  i n v o l v e d  i n  i n t e r n s h i p s ,  
p r a c t i c a ,  i n d i v i d u a l  s t u d i e s .  
c )  A d v i s i n g  
i )  A v e r a g e  n u m b e r  o f  u g  a d  v i  s e e s  p e r  f a c u l t y  F I E  
i i )  A v e r a g e  n u m b e r  o f  g r a d u a t e  a d  v i  s e e s  p e r  f a c u l t y  F I E  
i i i )  N u m b e r  o f  g r a d u a t e  r e s e a r c h  p a p e r s ,  t h e s e s  o r  f i n a l  p r o j e c t s  s u p e r v i s e d .  
5 )  F i n a n c e s  
a )  P r o g r a m  E f f i c i e n c y  
i )  D i r e c t  i n s t r u c t i o n a l  c o s t  p e r  s t u d e n t  F I E  
( 1 )  L o w e r  d i v i s i o n  
( 2 )  U p p e r  d i v i s i o n  
( 3 )  G r a d u a t e  
( 4 )  S u m m e r  
i i )  P r o g r a m  S u p p l y  a n d  E q u i p m e n t  B u d g e t s ( F Y )  
( 1 )  S & E  d o l l a r s  p e r  s t u d e n t  F I E  
( 2 )  S & E  d o l l a r s  p e r  f a c u l t y  F I E  
( 3 )  L i b r a r y  d o l l a r s  p e r  s t u d e n t  F I E  
( 4 )  L i b r a r y  d o l l a r s  p e r  f a c u l t y  F I E  
( 5 )  C a p i t a l  E q u i p m e n t  d o l l a r s  p e r  s t u d e n t  F I E  
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STUDENT ABSENCES 
Students are expected to attend all class meetings unless they are ill or officially excused as the 
result of participation in a college function. However, faculty members may or may not take roll 
in their classes, and they may or may not lower the marks of students for the sole reason of 
unexcused absences. If a faculty member has a practice of penalizing for nonattendance, he/she 
must (a) announce the policy regarding the penalty for nonattendance at the first class meeting of 
the term, (b) not penalize the student for nonattendance unless the student is absent without 
official excuse more class periods during the term than the number of periods the class meets 
each week (or more than two class periods during a summer session), and (c) submit in writing to 
the Vice President for Academic Affairs the explicit policy statement. 
In cases of individual absence due to health, emergencies or military obligation, the student must 
notify his/her faculty instructors. Each faculty member will determine the appropriateness of the 
absence and all work to be made up and any effect on the course grade. 
When an official university activity conflicts with scheduled classes, students participating in the 
official activity will be regarded as excused. Within the limits of feasibility, an excused absence 
assures a student of the right to make up the missed class requirement. The nature, time and 
place of the make-up work is at the discretion of the instructor. Official university events are 
those that are approved by the appropriate dean or vice president. Lists of participating students 
should be distributed at least two weeks prior to the activity. 
Students wishing to appeal academic decisions or policies may do so by appealing in writing to 
the Academic Appeals Committee (Owens 206). [M&C 5115/92] 
STUDENT CONDUCT CODE 
The official university conduct statement sets forth conduct standards, examples of violating acts, 
probable sanctions that may be expected and the procedure to be followed when the policy is 
violated. See the Student Handbook for the Conduct Statement of the University or contact Kathy 
Scott, Student Union 222, phone 236-2174. [M&C 5/15/92] 
SUSPENSION POLICY - ACADEMIC 
MSUM's suspension policy requires students to achieve the following cumulative grade point 
averages at the points indicated: 
• 16 or more attempted credits, including at least 8 credits with grades other than "P" -- 1.601 
• 40 or more attempted credits -- 1.90 
• 72 or more attempted credits-- 2.00 
1Because New Center students often take only MDS courses their first few terms and MDS 
courses yield no grade points, New Center students are not placed on academic probation until 
they have enrolled for at least 12 credits of graded (non New Center) courses. A complete 
explanation of satisfactory academic progress rules for New Center students is available in the 
New Center for Multidisciplinary Studies Student Handbook. 
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A t t e m p t e d  c r e d i t s  i n c l u d e  a l l  c o u r s e s  o n  t h e  s t u d e n t ' s  r e c o r d ,  i n c l u d i n g  w i t h d r a w a l s ,  r e p e a t e d  
c o u r s e s ,  a n d  i n c o m p l e t e s .  T r a n s f e r  c r e d i t s  a r e  i n c l u d e d  i n  t h e  a t t e m p t e d  c r e d i t  n u m b e r ,  b u t  o n l y  
M S U M  c o u r s e s  a r e  c o m p u t e d  i n  t h e  s t u d e n t ' s  G P  A .  
A  s t u d e n t  w h o  f a l l s  b e l o w  t h e s e  s t a n d a r d s  i s  o n  a c a d e m i c  p r o b a t i o n ;  i . e . ,  c o u l d  b e  s u s p e n d e d  a t  
t h e  e n d  o f  t h e  c u r r e n t  t e r m .  A l l  s t u d e n t s  o n  a c a d e m i c  p r o b a t i o n  a r e  i m m e d i a t e l y  n o t i f i e d  o f  t h e i r  
s t a t u s  o n  t h e i r  g r a d e  r e p o r t s .  T h e y  a l s o  r e c e i v e  l e t t e r s  e x p l a i n i n g  M S U M ' s  s u s p e n s i o n  p o l i c y ,  
s p e c i f y i n g  w h a t  t h e y  m u s t  a c h i e v e  t o  c o n t i n u e  e n r o l l m e n t  a f t e r  t h e  e n d  o f  t h e  c u r r e n t  t e r m .  
S t u d e n t s  o n  a c a d e m i c  p r o b a t i o n  m a y  n o t  p r e - r e g i s t e r  f o r  t h e  n e x t  t e r m .  
S t u d e n t s  w h o  a r e  o n  a c a d e m i c  p r o b a t i o n  a r e  e l i g i b l e  t o  c o n t i n u e  e n r o l l m e n t  a t  M S U M  b e y o n d  
t h e  c u r r e n t  t e r m  i f  t h e y  e i t h e r  ( 1 )  r a i s e  t h e i r  c u m u l a t i v e  G P A  t o  t h e  a p p r o p r i a t e  m i n i m u m  b y  t h e  
e n d  o f  t h e  t e r m ,  o r  ( 2 )  a t t a i n  a  G P A  o f  2 . 0  f o r  t h e  t e r m .  
S t u d e n t s  o n  a c a d e m i c  p r o b a t i o n  w h o  d o  n o t  f u l f i l l  e i t h e r  o f  t h e s e  r e q u i r e m e n t s  a r e  s u s p e n d e d  f o r  
o n e  a c a d e m i c  s e m e s t e r .  A  s e c o n d  s u s p e n s i o n  w i l l  b e  f o r  o n e  c a l e n d a r  y e a r ;  t h i r d  a n d  s u b s e q u e n t  
s u s p e n s i o n s  w i l l  b e  f o r  t w o  c a l e n d a r  y e a r s .  S t u d e n t s  m a y  a p p e a l  t o  t h e  F i n a n c i a l  A i d / S u s p e n s i o n  
A p p e a l s  C o m m i t t e e  f o r  r e i n s t a t e m e n t  b e f o r e  t h e  s u s p e n s i o n  i s  c o m p l e t e d .  
[ M & C  4 / 3 0 / 9 8 ]  
S Y L L A B U S  
E a c h  c o l l e g e  a n d  u n i v e r s i t y  s h a l l  e s t a b l i s h  i n s t i t u t i o n a l  p r o c e d u r e s ,  w h i c h  a s s u m e  t h a t  e a c h  
s t u d e n t  e n r o l l e d  i n  a  c o u r s e  s h a l l  b e  p r o v i d e d  a  c o u r s e  s y l l a b u s  w i t h i n  a  m a x i m u m  o f  o n e  w e e k  
f r o m  t h e  f i r s t  c l a s s  m e e t i n g .  W h e n  c o u r s e s  a r e  o f f e r e d  i n  a  c o n d e n s e d  f o r m a t ,  t h e  t i m e  f r a m e - f o r  
d i s t r i b u t i o n  o f  t h e  s y l l a b u s  s h a l l  b e  a d j u s t e d  a c c o r d i n g l y .  
[ M - n S C U  p o l i c y  3 . 2 2 ,  a p p r o v a l  6 - 1 7  - 9 8 ]  
U N I V E R S I T Y  S T U D I E S  D E G R E E  
T h e  B a c h e l o r  o f  S c i e n c e  i n  U n i v e r s i t y  S t u d i e s  i s  i n t e n d e d  f o r  t w o  g r o u p s  o f  s t u d e n t s :  t h o s e  w h o  
w i s h  t o  c o m p l e t e  a  g e n e r a l i s t  d e g r e e  a n d  t h o s e  w h o s e  g o a l s  h a v e  c h a n g e d  a n d  w h o  n o  l o n g e r  
w a n t  o r  a r e  u n a b l e  t o  c o m p l e t e  t h e i r  o r i g i n a l  m a j o r .  I n f o r m a t i o n  i s  a v a i l a b l e  f r o m  t h e  U n i v e r s i t y  
S t u d i e s  A d v i s o r  i n  t h e  C o n t i n u i n g  S t u d i e s  O f f i c e  a t  2 3 6 - 2 1 8 2 .  
R e q u i r e m e n t s  
4 5  c r e d i t s  
3 6  c r e d i t s  
2 1  c r e d i t s  
2 8  c r e d i t s  
1 2 8  c r e d i t s  
M S U M  L i b e r a l  S t u d i e s  r e q u i r e m e n t s  
A  p a r t i a l  m a j o r  p r o g r a m  o r  r u b r i c  
A d d i t i o n a l  s i n g l e  r u b r i c  c o u r s e  w o r k  o r  a n  a r e a  o f  c o n c e n t r a t i o n  
F r e e  e l e c t i v e s  
•  T h i r t y  c r e d i t s ,  a n d ,  b e g i n n i n g  F a l l  s e m e s t e r  1 9 9 8 ,  4 3  s e m e s t e r  c r e d i t s  o f  t h e  d e g r e e  
p r o g r a m  m u s t  b e  a t  t h e  3 0 0 - 4 0 0  l e v e l s .  
•  T h i r t y  o f  t h e  l a s t  6 4  c r e d i t s  a n d  8  o f  t h e  l a s t  1 2  c r e d i t s  m u s t  b e  e a r n e d  a t  M S U M .  
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• This major may be declared as late as the semester prior to graduation, but not before 
attaining junior standing. 
• Both the partial major or rubric and the additional single rubric or concentration must 
include courses with at least a 2.0 GPA. 
UPPER LEVEL WRITING REQUIREMENT 
All students must complete an upper division writing requirement, as determined by the 
academic department which confers the degree. 
Suggested ways to meet this requirement include: 
1. identification of required course/courses within the major or program as writing-
intensive; 
2. identification of required course/courses outside the major or programs writing-
intensive; 
3. identification of a cluster of courses within the major or program that incorporates an 
intensive writing component; 
4. use of a variable credit option for courses within a major or program; 
5. use of a portfolio containing writing samples from upper division courses in the major 
or program, demonstrating a student's proficiency. 
Since students have ample opportunity before the capstone course to develop their writing skills, 
the capstone course would not solely fulfill the upper division writing requirement. 
[APAC 10/18/94 & VP Midgarden memo 10/4/95] 
WITHDRAWAL FROM ENROLLMENT 
To withdraw from all enrolled courses, a student must complete the Student Withdrawal form 
available from the Counseling Center, Records Office, Business Office, Financial Aids Office, or 
Academic Affairs Office. A student who withdraws without following this procedure will 
receive a grade of "F" in each course. 
"W" grades cannot be granted if the withdrawal takes place later than the normal withdrawal 
deadline of the term. To receive a grade of "W" after the withdrawal deadline, the student must 
file an academic appeal indicating special circumstances and have the appeal granted. If an 
emergency develops after the normal withdrawal deadline, the chair of the Academic Appeals 
Committee is empowered to allow immediate withdrawal without grade consequences. 
Any refund of tuition or fees will be according to the schedule given under "Refund of 
Payments." (See University Bulletin) [APAC 11/5/96] 
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W O R K S H O P S  
P r o c e d u r e :  S u g g e s t i o n s  f o r  c u n i c u l a  m a y  b e  i n t r o d u c e d  b y  e i t h e r  a n  a c a d e m i c  d e p a r t m e n t  o r  
p r o g r a m ,  o r  a  d e a n ,  a n d  w i l l  b e  c o n s i d e r e d  i n  a c c o r d a n c e  w i t h  e a c h  u n i v e r s i t y ' s  e s t a b l i s h e d  
p r o c e d u r e  f o r  c u n i c u l a r  r e v i s i o n .  I n  t h e  c a s e  o f  i n d i v i d u a l  i n - s e r v i c e  c o u r s e s ,  s e m i n a r s ,  
w o r k s h o p s  o r  s i m i l a r  k i n d s  o f  l e a r n i n g  e x p e r i e n c e s  w h i c h  a r e  i n t e n d e d  t o  m e e t  t h e  n e e d s  o f  
p a r t i c u l a r  p r o f e s s i o n a l  c l i e n t e l e ,  t h e  a p p r o p r i a t e  d e a n  s h a l l ,  u p o n  d e s i g n a t i o n  b y  t h e  a c a d e m i c  
v i c e  p r e s i d e n t ,  b e  r e s p o n s i b l e  f o r  a u t h o r i z i n g  s u c h  o f f e r i n g s .  T h e  d e a n  s h a l l  i n s u r e  t h a t  
r e p r e s e n t a t i v e  c l i e n t e l e  t o  b e  s e r v e d  b y  t h e  c o u r s e ( s )  h a v e  b e e n  c o n s u l t e d .  
C r i t e r i a  f o r  A s s i g n i n g  C r e d i t :  E a c h  s t a t e  u n i v e r s i t y  s h a l l  a p p l y  t h e  f o l l o w i n g  c r i t e r i a  i n  
d e t e r m i n i n g  t h e  c r e d i t  v a l u e  o f  a n y  g r a d u a t e  o r  u n d e r g r a d u a t e  w o r k s h o p ,  c l i n i c ,  e d u c a t i o n a l  t o u r ,  
o r  o t h e r  s i m i l a r  e d u c a t i o n a l  e x p e r i e n c e :  
- A  m i n i m u m  o f  e i g h t e e n  t e a c h e r  c o n t a c t  h o u r s  s h a l l  b e  r e q u i r e d  f o r  e a c h  c r e d i t  h o u r  o f f e r e d .  
- A  m a x i m u m  o f  o n e  c r e d i t  w i l l  b e  a p p r o v e d  o v e r  o n e  c a l e n d a r  w e e k  o f  c l a s s  t i m e  ( f i v e  t o  s e v e n  
d a y s ) .  
- A  m a x i m u m  o f  t w o  c r e d i t s  w i l l  b e  a p p r o v e d  o v e r  t w o  c a l e n d a r  w e e k s  o f  c l a s s  t i m e .  
- A  m a x i m u m  o f  o n e  c r e d i t  m a y  b e  a p p r o v e d  f o r  e a c h  t h r e e  d a y s  o f  c l a s s  t i m e .  
- C r e d i t  c o u r s e s  e x t e n d i n g  b e y o n d  a  t w o  c a l e n d a r  w e e k  p e r i o d  o f  c l a s s  t i m e  w i l l  b e  s u b j e c t  
t o  t h e  s a m e  c o n t a c t  h o u r  r e q u i r e m e n t s  a s  c o u r s e s  o f f e r e d  d u r i n g  t h e  r e g u l a r  a c a d e m i c  
y e a r .  
T h e  f o l l o w i n g  p r a c t i c e s  a n d  p o l i c i e s  a r e  t o  b e  u s e d  a t  M S U J v l :  
1 .  W o r k s h o p s  a r e  o f f e r e d  u n d e r  t h e  r u b r i c  o f  t h e  s p o n s o r i n g  d e p a r t m e n t  w i t h  t h e  n u m b e r s  
1 9 9 , 2 9 9 , 3 9 9 , 4 9 9 , 5 9 9 , 6 9 9 , o r 7 9 9 .  
2 .  W o r k s h o p s  o f f e r e d  f o r  b o t h  u n d e r g r a d u a t e  a n d  g r a d u a t e  c r e d i t  ( 4 9 9  a n d  5 9 9  i n  o n e  
o f f e r i n g )  n e e d  t o  d i f f e r e n t i a t e  a s s i g n m e n t s  a n d  l e v e l  o f  a c h i e v e m e n t  r e q u i r e d  f o r  g r a d u a t e  
c r e d i t  t o  b e  a w a r d e d .  
3 .  W o r k s h o p s  a r e  m e a n t  t o  b e  " s e l f - s u s t a i n i n g , "  a n d ,  i n  o r d e r  t o  w o r k  w i t h  e x p e n s e s  
c o n n e c t e d  w i t h  t h e i r  o f f e r i n g ,  m a y  c h a r g e  f e e s  i n  a d d i t i o n  t o  s t a n d a r d  t u i t i o n  a n d  f e e s .  T h e  
b u d g e t  i s  t o  b e  s e t  i n  c o n s u l t a t i o n  b e t w e e n  t h e  o f f e r i n g  d e p a r t m e n t  a n d  t h e  r e s p o n s i b l e  
a d m i n i s t r a t o r .  L o w  e n r o l l m e n t  w o r k s h o p s  m a y  r e s u l t  i n  a  p r o - r a t i n g  o f  t h e  i n s t r u c t o r ' s  
s a l a r y .  
4 .  G r a d u a t e  s t u d e n t s  m a y  u s e  a  m a x i m u m  o f  s i x  c r e d i t s  e a r n e d  i n  a  w o r k s h o p  f o r m a t  i n  a  
g r a d u a t e  d e g r e e  p r o g r a m ,  s u b j e c t  t o  a p p r o v a l  o f  t h e  s t u d e n t ' s  a d v i s o r ,  d e p a r t m e n t  c h a i r ,  
d e a n  o f  t h e  c o l l e g e  a n d  t h e  g r a d u a t e  d e a n .  
5 .  I n  t h e  w o r k s h o p  f o r m a t ,  m o r e  o f  t h e  c o n t e n t  i s  c o v e r e d  i n  c l a s s  s e s s i o n s  a n d  l e s s  i n  o u t s i d e  
r e a d i n g s  o r  o t h e r  a s s i g n m e n t s  t h a n  i n  a  r e g u l a r  c o u r s e  b e c a u s e  o f  t i m e  c o n s t r a i n t s .  
N o r m a l l y ,  h o w e v e r ,  r e a d i n g s  a n d / o r  p r o j e c t s  o r  p a p e r s  a r e  p a r t  o f  a  w o r k s h o p ' s  d e s i g n .  
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6. Evaluation of student performance in a workshop is to be based both on participation in the 
classroom and on related outside work. 
7. Workshops utilize a variety of teaching methods and formats, sometimes focusing on 
"hands on" approaches, to insure that active learning occurs in the intensive and 
compressed class time. 
8. Information new to the field, whether theoretical or applied, is often offered in workshops 
designed to meet continuing professional education needs of clientele groups or other non-
traditional audiences. Sound academic judgment should be used in determining what 
content should be offered and in what format. 
Approved Curriculum Courses in Workshop Format 
When a regular university course offering is presented in a compressed time frame, the rule of 
thumb is: courses that are offered in less than half the normal term or summer session time frame 
are to be considered as "workshop format." This means they must then conform to the time in 
class per credit hour rules governing workshops to insure they present the opportunity for 
equivalent instructional material and assignments to be covered. They continue to use the rubric 
and number of the departmental course offering, however. [M&C 5/15/92] 
WORLD WIDE WEB POLICY STATEMENT 
a. All MSUM employees may develop a .web server or home page. 
b. All MSUM departments may develop a web server or home page. 
c. All MSUM recognized organizations may develop a web server or home page. 
d. All servers linked to the MSUM home page will be identified in the domain name server 
(DNS). 
e. No other public access server software (gopher!FTP for example) will be run on the 
machine used as a web server. 
f. No Student home pages will reside on the MSUM www computer, with the exception of 
those required for a class project. Any student pages developed for class projects will be 
removed at the end of the term. 
g. All executable files (e.g. CGI, Perl, Win/CGI, Java, etc.) must be submitted to the 
Computer Center where they will be tested prior to installation on the server. Be sure to 
thoroughly test the scripts and programs before submitting them. Along with the 
executable file, include: 
• the platform and application in which it was created, and 
• the URL which will call the program. 
h. Any employee, department or organization wishing to create a web server or home page: 
• Must apply for space on the www server and a name. 
• The format for web server names will be an identifier of no more than (five 
characters) + web.mnstate.edu 
For example, physweb.mnstate.edu 
• Must conform to all MSUM, State of Minnesota, and Federal policies and 
standards. 
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M u s t  d e f i n e  s p e c i f i c  e m p l o y e e ,  d e p a r t m e n t ,  o r  o r g a n i z a t i o n  w e b  g u i d e l i n e s  a n d  
h a v e  t h e s e  a v a i l a b l e  o n - l i n e .  
M u s t  i d e n t i f y  t h e  i n d i v i d u a l  r e s p o n s i b l e  f o r  t h e  h o m e  p a g e / s e r v e r ,  i n c l u d i n g  
n a m e ,  p o s i t i o n ,  e - m a i l  a d d r e s s ,  a n d  p h o n e  n u m b e r .  R e s p o n s i b i l i t i e s  o f  t h i s  
i n d i v i d u a l  i n c l u d e :  
•  T r a i n i n g  s t u d e n t  w o r k e r s  a s s i g n e d  t o  d e v e l o p  w e b  p u b l i c a t i o n s .  
•  A l l  d a t a  c o l l e c t i o n  r e q u i r e d  t o  d e v e l o p  a n d  m a i n t a i n  t h e  a s s o c i a t e d  w e b  
p a g e s .  
•  A l l  d a t a  e n t r y  r e q u i r e d  t o  d e v e l o p  a n d  m a i n t a i n  t h e  a s s o c i a t e d  w e b  p a g e s .  
•  P e r i o d i c  r e v i e w  o f  a l l  a s s o c i a t e d  w e b  p a g e s  f o r  d a t a  i n t e g r i t y ;  t h a t  i s ,  
a s s u r a n c e  t h a t  p a g e s  a r e  a c c u r a t e  a n d  c u r r e n t .  
1 .  T h e  C o m p u t e r  C e n t e r  w i l l  m a k e  a n  i n i t i a l  d e t e r m i n a t i o n  o n  a l l  a p p l i c a t i o n s .  
j .  A p p e a l s  o n  a p p l i c a t i o n s  m a y  b e  m a d e  t o  t h e  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s .  
G e t t i n g  L i n k e d  T o  M S U M '  s  H o m e  P a g e s :  
T o  r e c e i v e  a  l i n k  f r o m  t h e  M S U M  h o m e  p a g e s  t o  y o u r  h o m e  p a g e  o r  s e r v e r ,  s u b m i t  a  H o m e  
p a g e / S e r v e r  A p p l i c a t i o n .  T h e  a p p l i c a t i o n  i s  a v a i l a b l e  u n d e r  t h e  M S U M  W e b  P o l i c i e s ,  
D i s c l a i m e r s ,  a n d  A p p l i c a t i o n s  p a g e .  C o m p l e t e  t h e  a p p l i c a t i o n  f o r m ,  p r i n t  i t  o u t  a n d  h a v e  i t  
s i g n e d  b y  t h e  d e p a r t m e n t  s u p e r v i s o r ,  s e n d  t h e  c o m p l e t e d  f o r m  t o  t h e  C o m p u t e r  C e n t e r  a n d  
s u b m i t  i t  e l e c t r o n i c a l l y .  T h e  a p p l i c a t i o n  a n d  i t s  r e l a t e d  p a g e s  w i l l  b e  r e v i e w e d ,  a n d  a  l i n k  w i l l  b e  
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ACADEMIC CALENDAR 
The academic calendar of each university shall be established by the President. Prior to 
establishing or making changes in the calendar, the President/designee shall afford opportunity to 
meet and confer with the Association. [JFO/MnSCU Agreement, Article 10, Section E.] 
ACADEMIC FREEDOM 
It shall be the policy of the MnSCU to maintain and encourage full freedom, within the law, of 
inquiry, teaching, and research. The Employer shall not discriminate against a faculty member for 
engaging in political activities or holding or voicing political views, so long as the exercise of 
this right does not interfere with responsibilities as a faculty member/employee. 
Refer to JFO/MnSCU Agreement, Article 4 and the MSUAASF/MnSCU Agreement, Article 4. 
ACADEMIC YEAR 
The Academic Year is defined as beginning with the start of the fall academic term and ending 
with the completion of the spring academic term. [JFO/MnSCU Agreement, Article 5, Section 
M.] 
ACCIDENTS ON CAMPUS 
All accidents occurring on the university campus shall be reported immediately to the Office of 
the Vice President for Administrative Affairs if the injured party is not an employee of the 
institution, and to the Human Resources Office if the injured party is a faculty, staff, or student 
worker. 
AFFIRMATIVE ACTION IN EMPLOYMENT 
(MnSCU Board of Trustees Policy 1B.2) 
[M&C 5/15/92] 
Minnesota State Colleges and Universities is committed to and supports affirmative action steps 
and programs intended to remedy the historical under-representation of persons of color, women, 
and persons with disabilities in the workforce. 
[MnSCU Board 9/20/94] 
AIDS POLICY 
MSUM endorses the following major recommendations of the Minnesota Task Force on 
Acquired Immune Deficiency Syndrome (AIDS): 
1. Existing scientific knowledge indicates that the risk of spreading the virus in a school 
setting is negligible; therefore, students or employees infected with the virus will be 
permitted to remain in the University. 
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2 .  I n  r a r e  i n s t a n c e s  w h e n  s t u d e n t s  a n d  e m p l o y e e s  w i t h  s p e c i a l  m e d i c a l  p r o b l e m s  o r  c o n d i t i o n s  
m i g h t  p o s s i b l y  s e r v e  t o  i n c r e a s e  t h e  r i s k  o f  A I D S  t r a n s m i s s i o n ,  a  c o n s u l t a t i o n  t e a m  o f  
p h y s i c i a n s ,  p u b l i c  h e a l t h  o f f i c i a l s ,  f a m i l y ,  a n d  a p p r o p r i a t e  U n i v e r s i t y  p e r s o n n e l  w i l l  
c o n s i d e r  e a c h  c a s e / s i t u a t i o n  o n  a n  i n d i v i d u a l  b a s i s .  
( N o t e :  T h e s e  g u i d e l i n e s  a r e  c o n s i s t e n t  w i t h  r e c o m m e n d a t i o n s  m a d e  b y  t h e  C e n t e r s  f o r  D i s e a s e  
C o n t r o l  a n d  t h e  N a t i o n a l  E d u c a t i o n  A s s o c i a t i o n . )  [ M & C  5 / 1 5 / 9 2 ]  
A L C O H O L  A N D  I L L I C I T  D R U G  U S E :  E M P L O Y E E  P O L I C Y  
P u r p o s e  
T h e  p u r p o s e  o f  t h i s  p o l i c y  i s  t o  s e t  f o r t h  t h e  U n i v e r s i t y ' s  p o l i c y  r e g a r d i n g  a l c o h o l  a n d  o t h e r  d r u g  
u s e ,  i n c l u d i n g  u n l a w f u l  d r u g  u s e  o r  a b u s e  i n  t h e  w o r k p l a c e  i n  a c c o r d a n c e  w i t h  t h e  D r u g  F r e e  
W o r k p l a c e  A c t  o f  1 9 8 8  ( P u b l i c  L a w  1 0 0 - 6 9 0 ,  T i t l e  V ,  S u b t i t l e  D ) ,  a n d  D r u g  F r e e  S c h o o l s  a n d  
C o m m u n i t i e s  A c t  A m e n d m e n t s  o f  1 9 8 9  ( P u b l i c  L a w  1 0 1 - 2 2 6 ) .  
N o n - D i s c r i m i n a t i o n  
T h e  U n i v e r s i t y ' s  p o l i c y  o n  w o r k - r e l a t e d  s u b s t a n c e  a b u s e  i s  n o n - d i s c r i m i n a t o r y  i n  i n t e n t  a n d  
a p p l i c a t i o n .  H o w e v e r ,  i n  a c c o r d a n c e  w i t h  M i n n e s o t a  S t a t u t e s ,  C h a p t e r  3 6 3 ,  d i s a b i l i t y  d o e s  n o t  
i n c l u d e  a n y  c o n d i t i o n  r e s u l t i n g  f r o m  a l c o h o l  o r  o t h e r  d r u g  a b u s e  w h i c h  p r e v e n t s  a  p e r s o n  f r o m  
p e r f o r m i n g  e s s e n t i a l  f u n c t i o n s  o f  t h e  j o b  o r  c r e a t e s  a  d i r e c t  t h r e a t  t o  p r o p e r t y  o r  t h e  s a f e t y  o f  
i n d i v i d u a l s .  
C o n s e q u e n c e  o f  V i o l a t i o n s  
V i o l a t i o n s  o f  t h i s  p o l i c y  m a y  c o n s t i t u t e  j u s t - c a u s e  f o r  d i s c i p l i n e ,  i n c l u d i n g  p o s s i b l e  d i s c h a r g e .  
E a c h  s i t u a t i o n  w i l l  b e  e v a l u a t e d  o n  a  c a s e - b y - c a s e  b a s i s  d e p e n d i n g  u p o n  t h e  s e v e r i t y  a n d  
c i r c u m s t a n c e s  i n v o l v e d .  
P o l i c y  
1 .  N o  e m p l o y e e  s h a l l  r e p o r t  t o  w o r k  u n d e r  t h e  i n f l u e n c e  o f  a l c o h o l ,  m a r i j u a n a ,  c o n t r o l l e d  
s u b s t a n c e s ,  o r  o t h e r  d r u g s  w h i c h  a f f e c t  h i s / h e r  a l e r t n e s s ,  c o o r d i n a t i o n ,  r e a c t i o n ,  r e s p o n s e ,  
j u d g m e n t ,  d e c i s i o n - m a k i n g  o r  s a f e t y .  
2 .  N o  e m p l o y e e  s h a l l  o p e r a t e ,  u s e ,  o r  d r i v e  a n y  e q u i p m e n t ,  m a c h i n e r y ,  o r  v e h i c l e  o f  t h e  
U n i v e r s i t y / S t a t e  w h i l e  u n d e r  t h e  i n f l u e n c e  o f  a l c o h o l ,  m a r i j u a n a ,  c o n t r o l l e d  s u b s t a n c e s ,  o r  
o t h e r  m o o d - a l t e r i n g  d r u g s .  S u c h  e m p l o y e e  i s  u n d e r  a n  a f f i r m a t i v e  d u t y  t o  i m m e d i a t e l y  n o t i f y  
h i s / h e r  s u p e r v i s o r  t h a t  h e / s h e  i s  n o t  i n  a p p r o p r i a t e  m e n t a l  o r  p h y s i c a l  c o n d i t i o n  t o  o p e r a t e ,  
u s e ,  o r  d r i v e  U n i v e r s i t y / S t a t e  e q u i p m e n t .  
3 .  D u r i n g  w o r k  h o u r s  o r  w h i l e  o n  t h e  U n i v e r s i t y / S t a t e ' s  p r e m i s e s ,  n o  e m p l o y e e  s h a l l  u s e ,  s e l l ,  
p o s s e s s ,  o r  t r a n s f e r  a l c o h o l i c  b e v e r a g e s ,  w i t h  t h e  f o l l o w i n g  e x c e p t i o n s :  
a .  C o n s u m p t i o n ,  p o s s e s s i o n ,  s a l e s ,  o r  p u r c h a s e  o f  a l c o h o l  w h e n  a u t h o r i z e d  b y  a  
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Commissioner under separate statutory or executive agency authority. 
b. Possession of alcohol while being transported in a University/State vehicle in compliance 
with applicable statutory requirements. 
c. Possession of alcohol while in an employee's personal vehicle on the University/State's 
premises in compliance with applicable statutory requirements. 
d. Additionally, employees shall not participate in these activities during rest breaks or 
during overtime_ work. 
4. No employee shall engage in off-duty sale, purchase, transfer, use, or possession of illegal 
drugs or controlled substances which may have a negative effect on an employee's ability to 
perform his/her work for the University/State. In such circumstances, the employee is subject 
to discipline. 
5. Employees are discouraged from consuming alcoholic beverages during lunch or dinner 
meals when returning immediately thereafter to perform work of behalf on the 
University/State. Employees are advised that in any situation subsequent to the intake of 
alcohol where the employee must continue conducting the University/State' s business, any 
employee whose condition or behavior adversely affects his/her work performance shall be 
subject to possible discipline, up to and including discharge. 
6. When an employee is taking medically authorized drugs or other substances which may alter 
job performance, the employee is under an affirmative duty to notify the appropriate 
supervisor of his/her temporary inability to perform the job duties of his/her position. 
7. Supervisors shall notify the Director of Human Resources before notifying the appropriate 
law enforcement agency when they have reasonable suspicion to believe that an employee 
may have illegal drugs in his/her possession at work or on University premises. 
8. When appropriate, the University shall also notify licensing boards. 
State Employee Assistance Program (EAP) 
The University/State has in place a formal Employee Assistance Program to assist employees in 
addressing problems such as alcohol or other drug abuse. The University recognizes that the 
misuse and abuse of alcohol and other chemicals is a serious health problem affecting every 
aspect of human life. Employees who may have an alcohol or other drug abuse problems are 
encouraged to seek a professional assessment from the EAP before the problem affects their 
employment status. Participation in this program is voluntary and confidential , except as may be 
required pursuant to Public Law 100-690, Title V, Subtitle D. The University's EAP is handled 
through Lakeland Mental Health Center, 1010 32nd Ave. South, Moorhead, MN. The telephone 
number is 218-233-7524. 
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D a t a  D i s c l o s u r e  
D i s c l o s u r e  o f  i n f o r m a t i o n  r e g a r d i n g  e m p l o y e e  a l c o h o l  a n d  d r u g  u s e  i n  t h e  w o r k p l a c e  m u s t  b e  
c o n s i s t e n t  w i t h  a p p l i c a b l e  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t s  a n d  l a w .  Q u e s t i o n s  i n  t h i s  a r e a  
s h o u l d  b e  d i r e c t e d  t o  t h e  E m p l o y m e n t  a n d  L a b o r  L a w  S e c t i o n  o f  t h e  A t t o r n e y  G e n e r a l ' s  O f f i c e  o r  
t o  t h e  D e p a r t m e n t  o f  E m p l o y e e  R e l a t i o n s ,  L a b o r - R e l a t i o n s  B u r e a u ,  S t a t e  o f  M i n n e s o t a .  
F e d e r a l  G r a n t  E m p l o y e e s  
E a c h  e m p l o y e e  e n g a g e d  i n  t h e  p e r f o r m a n c e  o f  w o r k  o n  f e d e r a l  g r a n t s  o r  c o n t r a c t s  i s  r e q u i r e d  t o  
n o t i f y  t h e  U n i v e r s i t y  o f  a n y  c r i m i n a l  d r u g  s t a t u t e  c o n v i c t i o n  f o r  a  v i o l a t i o n  o c c u r r i n g  i n  t h e  
w o r k p l a c e  n o  l a t e r  t h a n  f i v e  ( 5 )  d a y s  a f t e r  s u c h  c o n v i c t i o n .  F a i l u r e  t o  c o m p l y  m a y  r e s u l t  i n  
d i s c i p l i n a r y  a c t i o n .  
D r u g / A l c o h o l  T e s t i n g  
A n y  a l c o h o l  a n d / o r  o t h e r  d r u g  t e s t i n g  u n d e r t a k e n  b y  t h e  U n i v e r s i t y  s h a l l  b e  i n  a c c o r d a n c e  w i t h  
M i n n e s o t a  S t a t u t e s  1 8 1 . 9 5 0 - 9 5 7  (  1 9 8 7 ) ,  t h e  M i n n e s o t a  D r u g  a n d  A l c o h o l  T e s t i n g  i n  t h e  
W o r k p l a c e  A c t .  
E f f e c t i v e  D a t e  
T h i s  P o l i c y  o n  A l c o h o l  a n d  O t h e r  D r u g  U s e  i n  t h e  W o r k p l a c e  s h a l l  b e  i n  f u l l  f o r c e  a n d  e f f e c t  
b e g i n n i n g  M a r c h  1 8 ,  1 9 8 9 .  
D e f i n i t i o n s  
" W o r k - r e l a t e d  a l c o h o l  a n d  o t h e r  d r u g  a b u s e "  i s  d e f i n e d  a s  t h e  u s e  o f  m o o d - a l t e r i n g  d r u g s ,  
i n c l u d i n g  a l l  f o r m s  o f  a l c o h o l ,  n a r c o t i c s ,  d e p r e s s a n t s ,  s t i m u l a n t s ,  h a l l u c i n o g e n s ,  m a r i j u a n a  o r  t h e  
u s e  o f  p r e s c r i p t i o n  d r u g s  w h e n  r e s u l t i n g  b e h a v i o r  o r  a p p e a r a n c e  a d v e r s e l y  a f f e c t s  w o r k  
p e r f o r m a n c e .  
" A d v e r s e l y  a f f e c t s  w o r k  p e r f o r m a n c e "  a n d  " u n d e r  t h e  i n f l u e n c e "  s h a l l  b e  d e t e r m i n e d  t o  b e  
p r e s e n t  i f  t h e  e m p l o y e e  i s  p e r c e p t i b l y  i m p a i r e d ;  h a s  i m p a i r e d  a l e r t n e s s ,  c o o r d i n a t i o n ,  r e a c t i o n ,  
r e s p o n s e s  o r  e f f o r t ;  i f  t h e  e m p l o y e e ' s  c o n d i t i o n  t h r e a t e n s  t h e  s a f e t y  o f  h i m / h e r s e l f  o r  o t h e r s ;  o r  i f  
e m p l o y e e ' s  c o n d i t i o n  o r  b e h a v i o r  p r e s e n t s  t h e  a p p e a r a n c e  o f  u n p r o f e s s i o n a l  o r  i r r e s p o n s i b l e  
c o n d u c t  d e t r i m e n t a l  t o  t h e  p u b l i c ' s  p e r c e p t i o n  o f  t h e  U n i v e r s i t y / S t a t e  a s  a n  e m p l o y e r  a s  
d e t e r m i n e d  b y  t h e  s u p e r v i s o r  o r  m a n a g e r  o r  o t h e r s  o b s e r v i n g  t h e  e m p l o y e e .  
" C o n t r o l l e d  s u b s t a n c e s "  a n d  " a l t e r "  m e a n s  c h a n g e d  b e h a v i o r  w h i c h  m a y  l i m i t  a n  e m p l o y e e ' s  
a b i l i t y  t o  s a f e l y  a n d  e f f i c i e n t l y  p e r f o r m  h i s / h e r  j o b  d u t i e s ,  o r  p o s e s  a  t h r e a t  t o  t h e  s a f e t y  o f  t h e  
e m p l o y e e  o r  o t h e r s .  [ M & C  5 / 1 5 / 9 2 ]  
A L C O H O L  A N D  I L L I C I T  D R U G  U S E :  S T U D E N T  P O L I C Y  
M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  ( M S U M )  i s  c o m m i t t e d  t o  c r e a t i n g  a n  e d u c a t i o n a l  m i l i e u  
t h a t  e n c o u r a g e s  c o g n i t i v e  a n d  a f f e c t i v e  d e v e l o p m e n t ,  w h e r e  s t u d e n t s  a n d  c a m p u s  c o m m u n i t y  
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members make informed and responsible choices. Supporting the ideals of responsible choice, 
MSUM has established policies prohibiting the use of alcohol and illegal substances. It is the 
policy of MSUM, in accordance with Minnesota State law, that the use of or possession of illegal 
drugs on the university campus, including in the residence halls or at university-sponsored events 
off-campus, is prohibited. In compliance with the Minnesota State Colleges and Universities 
Board policy, the illegal use of or possession of alcohol is prohibited on the University campus 
and at university sponsored off-campus events. 
Students who use, possess, or distribute alcohol or illegal drugs on campus will be subject to 
disciplinary action, as set forth in the Conduct Statement of the University. Sanctions may 
include, but are not limited to: 
1. Payment of fines . 
2. Completion and/or presentation of an education program. 
3. Completion of community service hours. 
4. Referral to the Counseling Center, Hendrix Health Center or another appropriate department. 
5. Suspension or separation from the University. 
6. Termination of employment. 
7. Referral to law enforcement agencies for prosecution of felony, gross misdemeanor or 
misdemeanor. 
BUDGET 
The President is ultimately responsible for the use of university resources and the expenditure of 
all funds. The Vice President for Administrative Affairs is delegated responsibility for ensuring 
proper use of resources, the preparation of university budgets, development of budget procedures, 
and implementation of such allocation procedures approved by the President. The vice 
presidents play a key role in the distribution of personnel and non-salary resources. The 
university develops both annual budgets and multi-year revenue and expenditure forecasts as 
planning tools for the commitment of personnel and non-salary resources. 
Annual Budgets 
The university begins to develop its next July !-June 30 fiscal year budget in January and 
February. The MnSCU Board of Trustees, based on enrollment forecasts submitted by each 
campus, develops system-wide tuition receipt estimates incorporating them with anticipated state 
appropriations. An overall system-wide spending plan is developed with allocations divided and 
distributed among the campuses consistent with existing credit-hour oriented formulas . These 
preliminary M & E allotment totals provide each college or state university with a spending 
ceiling, an amount it must not exceed as it determines internal department allocations. 
Department personnel needs, particularly instructional positions, are usually developed by 
December and, within the next several months, are reviewed by the vice presidents with tentative 
approvals given by the President. Classified civil service staffing requirements are addressed in 
much the same manner, only later in early spring. The final areas to be requested are student 
help, nonsalary, and equipment. Request forms are circulated in late March or early April with 
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d e c i s i o n s  r e a c h e d  p r i o r  t o  J u l y  1  f o r  t h e s e  c a t e g o r i e s .  D e p a r t m e n t  p r o g r a m  o b j e c t i v e s  a r e  u s e d  t o  
a  d e g r e e  i n  t h e  a l l o c a t i o n  p r o c e s s .  
T h r o u g h o u t  t h i s  p r o c e s s  M n S C U  a l l o c a t i o n  c h a n g e s  a r e  b e i n g  r e c e i v e d  a n d  a d j u s t m e n t s  m a d e  t o  
M S U M ' s  i n t e r n a l  s p e n d i n g  p r o j e c t i o n  m o d e l  - - t h e s e  a d d i t i o n s  a n d  d e l e t i o n s ,  b e c a u s e  t h e y  c o m e  
l a t e  i n  t h e  p l a n n i n g  p r o c e s s ,  a f f e c t  d e c i s i o n s  o n  s u p p l y  a n d  e q u i p m e n t  r e q u e s t s  t o  a  g r e a t e r  e x t e n t  
t h a n  o n  p e r s o n n e l  a l l o t m e n t s .  
T h e  b u d g e t  p r o c e s s  f o r  o t h e r  f u n d i n g  a r e a s  f o l l o w s  s l i g h t l y  d i f f e r e n t  p l a n n i n g  p a t h s .  R e s i d e n c e  
h a l l  a n d  s t u d e n t  u n i o n  b ! J d g e t  d e v e l o p m e n t  a d h e r e s  t o  a  s y s t e m - w i d e  m o d e l ,  a s  t h e  b u i l d i n g s  
w h i c h  h o u s e  t h e s e  p r o g r a m s  w e r e  b u i l t  t h r o u g h  a  " r e v e n u e  b o n d i n g "  p r o g r a m  a d m i n i s t e r e d  b y  
t h e  S t a t e  U n i v e r s i t y  B o a r d .  S t u d e n t  a c t i v i t y  p r o g r a m s  s u b m i t  t h e i r  r e q u e s t s  i n  a c c o r d a n c e  w i t h  a  
r e v i e w  s c h e d u l e  d e v e l o p e d  b y  t h e  S t u d e n t  A c t i v i t y  B u d g e t  C o m m i t t e e .  [ M & C  5 / 1 5 / 9 2 ]  
T h e  S t r a t e g i c  P l a n n i n g  C o m m i t t e e ,  c h a i r e d  b y  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  
r e v i e w s  s t r a t e g i c  i s s u e s  d e e m e d  c r i t i c a l  t o  t h e  U n i v e r s i t y ' s  m i s s i o n .  T h e  c o m m i t t e e  w i l l  c o l l e c t  
a n d  a n a l y z e  r e l e v a n t  d a t a  e a c h  y e a r ,  w i l l  c o n d u c t  a n  e n v i r o n m e n t a l  a n a l y s i s ,  n o t i n g  t h e  
i n s t i t u t i o n ' s  c u r r e n t  s i t u a t i o n  a n d  p r o j e c t i n g  c h a n g e s  u p  t o  f i v e  y e a r s ,  a n d  w i l l  r e c o m m e n d  a  
l i m i t e d  s e t  o f  p r i o r i t y  g o a l s  t o  t h e  P r e s i d e n t .  T h e  P r e s i d e n t  w i l l  d e t e r m i n e  w h i c h  g o a l s  w i l l  g u i d e  
t h e  d e v e l o p m e n t  o f  t h e  n e x t  U n i v e r s i t y  B u d g e t  w h i l e  t h e  S t r a t e g i c  P l a n n i n g  C o m m i t t e e  c o n d u c t s  
i t s  n e x t  e n v i r o n m e n t a l  a n a l y s i s .  
T h e  S t r a t e g i c  B u d g e t  C o m m i t t e e ,  h e a d e d  b y  t h e  V i c e  P r e s i d e n t  o f  A d m i n i s t r a t i v e  A f f a i r s ,  u s e s  
t h e  g o a l s  p r e p a r e d  b y  t h e  S t r a t e g i c  P l a n n i n g  C o m m i t t e e  t o  m a k e  b u d g e t  a l l o c a t i o n  
r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t .  T h i s  c o m m i t t e e  f o l l o w s  a  p r o c e d u r e  s i m i l a r  t o  t h e  o n e  
d e v e l o p e d  i n  t h e  C o l l a b o r a t i v e  B u d g e t  R e q u e s t  t r i a l s  r e  s o l i c i t i n g  p r o p o s a l s  t o  a d d r e s s  t h e  
i n i t i a t i v e s .  T h e  B u d g e t  C o m m i t t e e  w i l l  m a k e  p r i o r i t i z e d  r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t  
c o n c e r n i n g  t h e  p r o p o s a l s ,  c o n s i s t e n t  w i t h  t h e  p r i o r i t y  i n i t i a t i v e s .  
B o t h  c o m m i t t e e s  h a v e  t h e  a d d i t i o n a l  c h a r g e  o f  a s s e s s i n g  t h e  e f f e c t i v e n e s s  o f  b u d g e t  c h a n g e s  t h a t  
a r o s e  i n  t h e  p r e v i o u s  y e a r ' s  c y c l e .  
T h e  S t r a t e g i c  P l a n n i n g  M o d e l  h a s  b e e n  a d o p t e d  a s  a  r o a d  m a p  t o  t h e  a c t  o f  p l a n n i n g .  A l r e a d y  
p o p u l a r  a s  a  m o d e l  f o r  b u s i n e s s  p l a n n i n g ,  i t  i s  b e i n g  a d a p t e d  t o  h i g h e r  e d u c a t i o n ,  a n d  i t  s e e m s  
c o n s i s t e n t  w i t h  t h e  p l a n n i n g  a p p r o a c h e s  b e i n g  t a k e n  b y  o t h e r  i n s t i t u t i o n s  o f  h i g h e r  e d u c a t i o n .  I t  
a l s o  o f f e r s  t h e  s i m p l i c i t y  o f  a  s e q u e n t i a l  s t e p - b y - s t e p  p r o c e s s  w h i c h  i s  r e l a t i v e l y  e a s y  t o  
u n d e r s t a n d  a n d  a d a p t ,  p a r t i c u l a r l y  i f  t h e  i n s t i t u t i o n  d o e s  n o t  f e e l  t h a t  a  f u l l - b l o w n  p l a n n i n g  e f f o r t  
i s  f e a s i b l e .  T h e  i n t e n t  i s  t o  h a v e  t h e  i n s t i t u t i o n  m o v e  t o w a r d  c o m p r e h e n s i v e n e s s  a s  c o n d i t i o n s  
w a r r a n t ,  b u i l d i n g  o n  t h e  s u c c e s s  o f  a  t a r g e t e d  e x e r c i s e .  I t  i s  v e r y  i m p o r t a n t  t o  r e c o g n i z e  t h a t  
" p l a n n i n g "  c a n n o t  b e  a l l  t h i n g s  t o  a l l  i s s u e s .  I n  o t h e r  w o r d s ,  t h e  p l a n n i n g  p r o c e s s  m u s t  b e  
c a p a b l e  o f  s e p a r a t i n g  i s s u e s  a n d  t h e n  d i r e c t i n g  a v a i l a b l e  r e s o u r c e s  a n d  e n e r g i e s  t o w a r d  t h o s e  
w h i c h  b e c o m e  i d e n t i f i e d  a s  t h e  m o s t  i m p o r t a n t .  T h i s  i s  w h a t  s t r a t e g i c  p l a n n i n g  i s  d e s i g n e d  t o  
a c c o m p l i s h :  t o  e x a m i n e  t h e  m a j o r  s t r a t e g i c  d e c i s i o n s  f a c i n g  a n  i n s t i t u t i o n .  
T a c t i c a l  p l a n n i n g  d e a l s  p r i m a r i l y  w i t h  s h o r t - t e r m  o r  i n t e r m e d i a t e  t e r m  p l a n n i n g  a n d  b u d g e t i n g  
p r o c e s s e s  w h i c h  r e l a t e  t o  a d m i n i s t r a t i v e  a n d  o p e r a t i o n s  a c t i v i t i e s  w i t h i n  t h e  c o n t e x t  o f  g o a l s  a n d  
o b j e c t i v e s  e s t a b l i s h e d  b y  s t r a t e g i c  p l a n n i n g  o r  a n y  p l a n n i n g  m o d e l  w h i c h  y i e l d s  g o a l s  a n d  
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objectives. Planning may be focused or contingent, and as such, is short term and highly 
focused. The solutions may be long term but the planning activities are targeted. 
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BUILDING SECURITY 
Faculty and staff members are asked to assist in the care and protection of the equipment and 
materials housed within university buildings. Care must also be exercised by the faculty and staff 
for the personal safety of each occupant of the buildings. The following guidelines are designed 
to provide maximum security and protection for all concerned and still provide convenient access 
to the buildings: 
1. Building access cards and office keys are issued to authorized faculty, staff, and classified 
personnel, only. 
2. Outside doors should not be blocked open on any building when the doors are locked. 
3. Building evacuation is mandatory for all fire alarms. 
4. Individual academic buildings are open from 7:00am until after evening classes and for 
scheduled weekend classes and special events. Employees and students in the buildings 
after normal hours should have a univer&ity ID in their possession. 
5. Faculty and/or staff who appear to be the last persons in a building should ask unauthorized 
persons to leave the premises or contact security (236-2449). The building should be 
'secured' when the last state employee leaves. In those buildings that have outside windows, 
employees should close and lock them before leaving the building. 
Office of Administrative Affairs, Owens 208. 
BULLETIN BOARDS, ADVERTISING, AND PUBLICITY 
For Residence Halls, Kise Commons, and Comstock Memorial Union 
1. The student union and the housing office each have their own policies on who may use 
bulletin boards in their respective buildings and under what circumstances. Anyone 
wishing to place materials on a bulletin board in these areas should check with the union 
administrative office or the housing office for further information. 
2. There may be times when union or housing administrators need to place notices on doors, 
walls, or windows, but otherwise (except for students' room doors), these spaces are to 
remain clear of ads, flyers, notices, and other printed materials. 
For All Other Building on Campus 
1. Certain bulletin boards are reserved for the use of specific departments or organizations. 
The presence of a sign with the name of the department or organization is the indicator that 
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n e i t h e r  t h e  g e n e r a l  c a m p u s  p u b l i c  n o r  o u t s i d e  g r o u p s  o r  p e r s o n s  m a y  p l a c e  m a t e r i a l s  o n  
t h e s e  b o a r d s .  
2 .  F o r  a l l  b u l l e t i n  b o a r d s  o t h e r  t h a n  t h o s e  r e s e r v e d  f o r  s p e c i f i c  d e p a r t m e n t s  o r  o r g a n i z a t i o n s ,  
m a t e r i a l s  m a y  b e  p o s t e d  a c c o r d i n g  t o  t h e  f o l l o w i n g  p r o v i s i o n s :  
a .  I n d i v i d u a l  m e m b e r s  o f  t h e  c a m p u s  c o m m u n i t y  m a y  p l a c e  p e r s o n a l  a d s  s e e k i n g  
r o o m m a t e s ,  o f f e r i n g  b o o k s  f o r  s a l e ,  a d v e r t i s i n g  t y p i n g  s e r v i c e ,  e t c . ,  s o  l o n g  a s  t h e  
a d  i s  g e n e r a l l y  r e l a t e d  t o  t h e  a c t i v i t i e s  o f  a  u n i v e r s i t y .  S u c h  a d s  m u s t  i n c l u d e  t h e  
n a m e  o f  t h e  s t u d e n t ,  f a c u l t y  m e m b e r ,  o r  s t a f f  m e m b e r  p l a c i n g  t h e  a d .  
b .  M a t e r i a l s  o t h e r  t h a n  p e r s o n a l  a d s  m u s t  b e  c o n n e c t e d  w i t h  t h e  a c t i v i t i e s  o f  a  
r e c o g n i z e d  s t u d e n t  o r g a n i z a t i o n  o r  o f  a  u n i v e r s i t y  d e p a r t m e n t ,  o f f i c e ,  o r  p r o g r a m .  
T h e  n a m e  o f  t h e  s t u d e n t  o r g a n i z a t i o n  o r  a d m i n i s t r a t i v e  u n i t  m u s t  b e  i n c l u d e d  o n  t h e  
m a t e r i a l s  t h e m s e l v e s .  
c .  P o s t e d  m a t e r i a l s  m a y  n o t  a d v e r t i s e  p r o f i t - m a k i n g  g o o d s  o r  s e r v i c e s ,  e . g .  
r e s t a u r a n t s ,  b a r s ,  c o m m e r c i a l  s e r v i c e s .  ( M i n n e s o t a  s t a t u t e s  p r o h i b i t  c o m m e r c i a l  
a d v e r t i s i n g  o n  S t a t e  p r o p e r t y . )  
d .  M a t e r i a l s  m u s t  n o t  b e  l a r g e r  t h a n  1 1 "  x  1 7 "  u n l e s s  a p p r o v e d  i n  a d v a n c e  b y  t h e  
O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  H a l l  2 0 8 .  
e .  T h u m b t a c k s ,  a r e  p r e f e r r e d  t o  p o s t  m a t e r i a l s  r a t h e r  t h e n  t a p e  o r  s t a p l e s .  
f .  P e o p l e  p o s t i n g  m a t e r i a l s  o n  M S U M  b u l l e t i n  b o a r d s  a r e  f r e e  t o  p l a c e  t h e m  i n  a  
m a n n e r  w h i c h  c o v e r s  u p  s o m e  p r e v i o u s l y - p l a c e d  m a t e r i a l  ( i n  f a c t ,  t h i s  i s  u s u a l l y  
u n a v o i d a b l e ) .  
3 .  E x c e p t i o n s  t o  S e c t i o n  2  a b o v e  i n c l u d e  t h e  f o l l o w i n g :  
a .  M a t e r i a l s  t h a t  a r e  c l e a r l y  r e l a t e d  t o  s t u d e n t  e l e c t i o n s  ( e . g .  n o t i c e  
o r g a n i z a t i o n a l  s p o n s o r s h i p  i d e n t i f i e d  o n  t h e m .  
b .  C e r t a i n  a d s  o r  n o t i c e s  o f  e v e n t s  w h i c h  s e e m  g e n e r a l l y  c o n n e c t e d  t o  t h e  p u r p o s e s  a n d  
a c t i v i t i e s  o f  a  u n i v e r s i t y  m a y  b e  p e r m i t t e d  e v e n  i f  t h e y  d o n ' t  c o n f o r m  t o  t h e  
p r o v i s i o n s  o f  s e c t i o n  2  a b o v e  ( e . g .  m a g a z i n e  s u b s c r i p t i o n  a d s ,  f l y e r s  f o r  a  
c o m m e r c i a l  s p e e d  r e a d i n g  w o r k s h o p ,  n o t i c e s  o f  e d u c a t i o n a l  o r  c u l t u r a l  e v e n t s  a t  
C o n c o r d i a  o r  N D S U ,  e t c . )  
c .  A  m e m b e r  o f  t h e  c a m p u s  c o m m u n i t y  w h o  w i s h e s  t o  p l a c e  m a t e r i a l s  w h i c h  d o  n o t  
c o n f o r m  t o  t h e  p r o v i s i o n s  o f  s e c t i o n  2  a b o v e  m a y  s e e k  a p p r o v a l  t o  p o s t  t h e  
m a t e r i a l s  f r o m  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  H a l l ,  2 0 8 .  
4 .  W i t h i n  b u i l d i n g s ,  m a t e r i a l s  a r e  t o  b e  p l a c e d  o n  b u l l e t i n  b o a r d s  o n l y ,  n o t  o n  w a l l s ,  
w i n d o w s ,  o r  d o o r s .  E x c e p t i o n s  t o  t h i s  i n c l u d e  m a t e r i a l s  p o s t e d  f o r  c e r t a i n ,  r e s t r i c t e d  
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administrative purposes or (as in a notice that a certain class has been moved or will not 
meet) when common sense dictates. 
5. Within classrooms, no materials may be posted except those for administrative purposes or 
for things related to courses which are taught in that classroom. 
Outside of Campus Buildings 
No materials of any sort may be attached to the outside of buildings, doors, or windows. No 
materials may be attached to trees or benches or trash receptacles. Portable announcement boards 
on campus are prohibited. Requests for exceptions to these restrictions should be directed to the 
Office of Administrative Affairs, Owens Hall, 208. 
CAMPUS SECURITY 
The Campus Security Department is located at 1616 91h Avenue South. The Campus Security 
Department provides safety and security services for students, faculty, staff, and campus visitors 
as well as protection of property located on the campus. With the exception of the Director, Lead 
Supervisor, and a Security Guard, the remainder of the positions are filled with university 
students. Student staff, after completing an interview process and background checks, must 
complete a 40 hour training program before being assigned to work. 
The Campus Security Dispatch Center is staffed on a 24 hour basis (2449). Campus security 
staff patrol the university parking lots, academic buildings, residence halls, and the campus 
grounds 24 hours a day, 7 days a week. Parking patrol staff check the university parking lots 
from 7:00a.m. to midnight except Saturdays and Sundays. Parking patrol staff are trained to 
respond to security calls if needed. 
A major responsibility of the Campus Security Department is educating the university 
community to realize that protection of self and property is everyone's concern. To this end, the 
Campus Security staff conduct various crime prevention programs covering such topics as 
personal safety, bike safety, and fire safety. 
The Campus Security Department is responsible for completing the Annual Campus Crime 
Report which is required by Federal Mandate. Minnesota State University Moorhead's Annual 
Campus Crime Report is available on the Internet at 
http://www.mnstate.edu/security/crimereport.htm or through the University's Web Page at 
http://www.mnstate.edu under the "Student Life" Section. 
This Report contains the statistics for the previous three years of reported crimes that occurred on 
campus; in buildings or property owned or controlled by the University; and on public property 
within, or immediately adjacent to the campus and reported to the University and/or Clay County 
Sheriffs Department or the Moorhead Police Department. 
The Report also contains policies and procedures concerning safety and security on the campus 
of Minnesota State University Moorhead. 
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I f  y o u  a r e  u n a b l e  t o  a c c e s s  t h i s  r e p o r t  a n d  w a n t  a  p r i n t e d  c o p y ,  o r  h a v e  o t h e r  c o n c e r n s  a b o u t  t h i s  
R e p o r t ,  p l e a s e  c o n t a c t  t h e  D i r e c t o r  o f  S e c u r i t y ,  M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d ,  1 1 0 4  7 t h  
A v e n u e  S o u t h ,  M o o r h e a d ,  M N  5 6 5 6 3  o r  c a l l  ( 2 1 8 )  2 9 9 - 5 8 6 9 .  
P r o b l e m s ,  q u e s t i o n s ,  c o n c e r n s  a n d / o r  s u g g e s t i o n s  r e l a t i n g  t o  C a m p u s  s a f e t y  a n d  s e c u r i t y  a r e  
a l w a y s  w e l c o m e d  b y  t h e  D i r e c t o r ,  ( 2 1 8 )  2 9 9 - 5 8 6 9 ,  a n d / o r  t h e  V i c e  P r e s i d e n t  o f  S t u d e n t  A f f a i r s ,  
( 2 1 8 )  2 3 6 - 2 1 7 1 .  
M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  e n j o y s  a  c l o s e  w o r k i n g  r e l a t i o n s h i p  w i t h  t h e  M o o r h e a d  
P o l i c e  D e p a r t m e n t  a n d  t h e  C l a y  C o u n t y  S h e r i f f ' s  D e p a r t m e n t .  C i t y  p o l i c e  o f f i c e r s  f r e q u e n t l y  
p a t r o l  t h e  p a r k i n g  l o t s  a n d  w i l l  o c c a s i o n a l l y  w a l k  t h r o u g h  c a m p u s  b u i l d i n g s .  
C R E D I T  U N I O N  
T h e  S t a t e  C a p i t o l  C r e d i t  U n i o n  ( S C C U )  i s  a  f u l l  s e r v i c e  f i n a n c i a l  i n s t i t u t i o n .  S C C U  o f f e r s  a  w i d e  
v a r i e t y  o f  h i g h  q u a l i t y  f i n a n c i a l  p r o d u c t s  a n d  s e r v i c e s .  Y o u  m a y  j o i n  S C C U  i f  y o u  a r e  e m p l o y e d  
b y  M S U M .  T o  j o i n ,  s i m p l y  c o m p l e t e  a  m e m b e r s h i p  a p p l i c a t i o n  a n d  m a k e  a n  i n i t i a l  d e p o s i t  i n t o  a  
C a p i t o l  S h a r e  A c c o u n t .  O n c e  y o u  b e c o m e  a  m e m b e r  o f  S C C U ,  y o u r  f a m i l y  m e m b e r s  a r e  a l s o  
e l i g i b l e  t o  j o i n .  
T h e  f o l l o w i n g  f i n a n c i a l  p r o d u c t s  a r e  a v a i l a b l e  w i t h  S C C U  M e m b e r s h i ; > :  
S C C U ' s  C a p i t o l  F i n a n c i a l  A c c o u n t  ( C F A )  c o m b i n e s  s a v i n g s ,  c h e c k i n g ,  a n  A T M  c a r d ;  V i s a ,  a n d  
C u t e l e  ( 2 4 - h o u r  b a n k i n g ) .  T h e  u n i q u e  a d v a n t a g e  o f  a  C F A  A c c o u n t  i s  t h a t  i t  c o s t s  y o u  n o  m o r e  
t h a n  m a i n t a i n i n g  a  c h e c k i n g  a c c o u n t .  A l m o s t  a n y  t y p e  o f  J o a n  i s  a v a i l a b l e  t h r o u g h  S C C U .  
S C C U  l o a n s  i n c l u d e :  a u t o m o b i l e ,  h o m e  m o r t g a g e ,  l i n e  o f  c r e d i t ,  h o m e  e q u i t y ,  a n d  s t u d e n t  l o a n s .  
Y o u ' l l  f i n d  r a t e s  e x t r e m e l y  c o m p e t i t i v e  a n d  s e r v i c e  e x c e p t i o n a l .  
T h e  I n v e s t m e n t  P o r t f o l i o  A c c o u n t  o f f e r s  S C C U  m e m b e r s  a n  i n s u r e d  i n v e s t m e n t  p r o g r a m ,  m o n e y  
m a r k e t  s a v i n g s ,  a n d  c h e c k i n g  a c c o u n t s ,  c e r t i f i c a t e s  o f  d e p o s i t ,  a n d  I R A ' s  a r e  a l s o  a v a i l a b l e  w i t h  
t h e  I n v e s t m e n t  P o r t f o l i o  A c c o u n t .  S C C U  i s  f e d e r a l l y  i n s u r e d  b y  t h e  N a t i o n a l  C r e d i t  U n i o n  
A d m i n i s t r a t i o n .  
F o r  m o r e  i n f o r m a t i o n  a n d  a n  a p p l i c a t i o n  c o n t a c t  S C C U ,  A m e r i c a n  S q u a r e  W e s t ,  6 3 5  C e n t e r  
A v e n u e ,  M o o r h e a d ,  M N  5 6 5 6 0 .  Y o u  m a y  c o n t a c t  S C C U  a t  ( 2 1 8 )  2 3 6 - 0 7 0 9 3  o r  c a l l  t o l l  f r e e  1 -
8 0 0 - 3 2 2 - S C C U .  [ M & C  5 1 1 5 / 9 2 ]  
D E L I V E R Y  S E R V I C E  A N D  S U R P L U S  
B u i l d i n g  S e r v i c e s  h a n d l e s  t h e  d e l i v e r y ,  m o v e m e n t ,  a n d  r e t u r n  o f  o f f i c e  e q u i p m e n t  a n d  p a p e r .  A  
w o r k  o r d e r  r e q u e s t  s h o u l d  b e  s e n t  t o  t h e  A d m i n i s t r a t i v e  A f f a i r s  O f f i c e ,  2 0 8  O w e n s  H a l l ,  p h o n e  
2 3 6 - 2 0 7 3 ,  4 8  h o u r s  p r i o r  t o  t h e  n e c e s s a r y  d e l i v e r y  t i m e ,  i f  p o s s i b l e .  T h e  w o r k  o r d e r  s h o u l d  
i n d i c a t e  w h a t  t y p e  o f  m a t e r i a l s  n e e d  t o  b e  m o v e d  a n d  w h e r e  t h e y  n e e d  t o  b e  d e l i v e r e d .  C o n t a c t  
t h i s  o f f i c e  a l s o  i f  y o u  h a v e  s u r p l u s  i n v e n t o r y  t h a t  n e e d s  t o  b e  p i c k e d  u p  a n d  t a k e n  t o  c e n t r a l  
i n v e n t o r y .  [ M & C  5 1 1 5 / 9 2 ]  
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DISABILITY SERVICES 
MSUM recognizes its responsibilities to provide equal access to programs and services to 
individuals with disabilities, as mandated by the Rehabilitation Act of 1973 and the Americans 
with Disabilities Act of 1990. 
Any student who has a documented disability as defined by federal law is eligible for assistance 
in order to obtain equal access to University programs and services. S/he may request assistance 
from individual faculty/staff, departments or the office of Disability Services. Faculty and 
departments are encouraged to discuss with students their specific needs and respond directly to 
those needs when possible. The office Disability Services is always available for consultation 
and guidance, and will provide auxiliary aids and services when appropriate. 
Students with disabilities are expected to meet and maintain the requirements of University 
programs and services. It should be noted, however, that adjustments to the program 
requirements may be considered a reasonable accommodation in individual situations. 
Students have a right to confidentiality in all matters regarding their disability. Information is 
shared with others only on a need to know basis. Upon request by the student or faculty member 
(with the student's permission), the office of Disability Services will provide verification of the 
student's eligibility, as well as what auxiliary aids and services are appropriate. 
The primary center for disability-related support services for students is the Office of Disability 
.  . Services, located in the Comstock Memorial Union, Room 222. Students with disabilities are 
encouraged to register with Disability Services to discuss their needs, as well as appropriate aids 
and services. They are also encouraged to discuss their needs with individual faculty members, 
as it is generally best to accommodate students in the most integrated setting possible. 
The Office of Disability Services provides assistance to students and faculty in a variety of ways. 
This may include general information, consultation regarding appropriate accommodations, or 
arranging specific auxiliary aids and services. Services provided by the Office of Disability 
Services include, but are not limited to the following: note-taking, alternative testing, taped 
textbooks, sign language interpreting, adjustable-height desks, FM amplification systems, and 
access to barrier-free facilities. 
Questions or concerns regarding support services for students with disabilities should be directed 
to the Coordinator of Disability Services, Comstock Memorial Union 222,236-2652 (VITTY). 
Questions or concerns regarding accommodations for employees with disabilities should be 
directed to the Human Resources Director, Owens 210, 236-2066 (Voice). 
ELECTION/CAMPAIGN GUIDELINES 
In accordance with Minnesota Statute 43A.32, employees shall not directly or indirectly take part 
in any political activity during hours of employment. Employees are eligible for leaves of 
absence upon becoming a candidate or assuming an elected federal or state public office. In 
requesting such leaves, classified employees must fill out the form, Political Activity of State 
Employee, which is available in the Human Resources Office. 
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E m p l o y e e s  T i m e  O f f  t o  V o t e  
E v e r y  e m p l o y e e  w h o  i s  e l i g i b l e  t o  v o t e  i n  a n  e l e c t i o n  h a s  t h e  r i g h t  t o  b e  a b s e n t  f r o m  w o r k  f o r  t h e  
p u r p o s e  o f  v o t i n g  d u r i n g  t h e  m o r n i n g  o f  t h e  d a y  o f  t h a t  e l e c t i o n ,  w i t h o u t  p e n a l t y  o r  d e d u c t i o n  
f r o m  s a l a r y  o r  w a g e s  b e c a u s e  o f  t h e  a b s e n c e .  A n  e m p l o y e r  o r  o t h e r  p e r s o n  m a y  n o t  d i r e c t l y  o r  
i n d i r e c t l y  r e f u s e ,  a b r i d g e ,  o r  i n t e r f e r e  w i t h  t h i s  r i g h t  o r  a n y  o t h e r  e l e c t i o n  r i g h t  o f  a n  e m p l o y e e .  
" E l e c t i o n  m e a n s  a  r e g u l a r l y  s c h e d u l e d  s t a t e  p r i m a r y  o r  g e n e r a l  e l e c t i o n ,  a n  e l e c t i o n  t o  f i l l  a  
v a c a n c y  i n  t h e  o f f i c e  o f  U n i t e d  S t a t e s  s e n a t o r  o r  U n i t e d  S t a t e s  r e p r e s e n t a t i v e ,  a n  e l e c t i o n  t o  f i l l  a  
v a c a n c y  i n  t h e  o f f i c e  o f  s t a t e  s e n a t o r  o r  s t a t e  r e p r e s e n t a t i v e ,  o r  a  p r e s i d e n t i a l  p r i m a r y  a s  
d e s c r i b e d  i n  s e c t i o n  2 0 7  A . O l  u n l e s s  i t  i s  c o n d u c t e d  b y  m a i l . "  [ M i n n e s o t a  S t a t u t e s  2 0 4 C . 0 4 ]  
E L E C T R O N I C  C O M M U N I C A T I O N  A N D  T E C H N O L O G Y  E T H I C S  
P o l i c y :  T h e  S t a t e  o f  M i n n e s o t a  p r o v i d e s  a  v a r i e t y  o f  e l e c t r o n i c  t o o l s  s u c h  a s  t e l e p h o n e s ,  
c o m p u t e r s ,  f a c s i m i l e  m a c h i n e s ,  p a g e r s ,  e l e c t r o n i c  m a i l  ( e - m a i l )  s y s t e m s ,  I n t e r n e t  a c c e s s  a n d  a  
b r o w s e r  f o r  e m p l o y e e s  w h o s e  j o b  p e r f o r m a n c e  w o u l d  b e  e n h a n c e d  b y  t h e  t e c h n o l o g y  T h e  S t a t e  
f a c e s  t h e  c h a l l e n g e  o f  m a k i n g  m a x i m u m  u s e  o f  t h e  b e n e f i t s  o f  s u c h  t o o l s ,  m e e t i n g  l e g a l  
r e q u i r e m e n t s  f o r  a c c e s s  t o  i n f o r m a t i o n ,  a n d  p r o v i d i n g  a d e q u a t e  p r o t e c t i o n  f o r  p r o p r i e t a r y  
i n f o r m a t i o n .  T h i s  p o l i c y  m e m o r a n d u m  g o v e r n s  a c c e s s  t o  a n d  t h e  a p p r o p r i a t e  u s e  o f  t h i s  
t e c h n o l o g y  d u r i n g  t i m e  p e r i o d s  b e f o r e  a n d  a f t e r  w o r k  a n d  d u r i n g  b r e a k  p e r i o d s  b y  S t a t e  
e m p l o y e e s  i n  t h e  e x e c u t i v e  b r a n c h .  
E m p l o y e e  a c c e s s  t o  a n d  u s e  o f  e l e c t r o n i c  t o o l s  s u c h  a s  e - m a i l  a n d  t h e  I n t e r n e t  i s  i n t e n d e d  f o r  
b u s i n e s s - r e l a t e d  p u r p o s e s .  L i m i t e d  a n d  r e a s o n a b l e  u s e  o f  t h e s e  t o o l s  f o r  o c c a s i o n a l  e m p l o y e e  
p e r s o n a l  p u r p o s e  t h a t  d o e s  n o t  r e s u l t  i n  a n y  a d d i t i o n a l  c o s t s  o f  l o s s  o f  t i m e  o r  r e s o u r c e s  f o r  t h e i r  
i n t e n d e d  b u s i n e s s  p u r p o s e  i s  p e r m i t t e d .  
M i n n e s o t a  S t a t u t e  4 3 A . 3 8 ,  S u b d .  4  p r o v i d e s :  " U S E  O F  S T A T E  P R O P E R T Y .  ( a )  A n  
e m p l o y e e  s h a l l  n o t  u s e  o r  a l l o w  t h e  u s e  o f  s t a t e  t i m e ,  s u p p l i e s ,  o r  s t a t e  o w n e d  o r  l e a s e d  
p r o p e r t y  a n d  e q u i p m e n t  f o r  t h e  e m p l o y e e ' s  p r i v a t e  i n t e r e s t  o r  a n y  o t h e r  u s e  n o t  i n  t h e  
i n t e r e s t  o f  t h e  s t a t e ,  e x c e p t  a s  p r o v i d e d  b y  l a w .  
( b )  A n  e m p l o y e e  m a y  u s e  s t a t e  t i m e ,  p r o p e r t y ,  o r  e q u i p m e n t  t o  c o m m u n i c a t e  
e l e c t r o n i c a l l y  w i t h  o t h e r  p e r s o n s  i n c l u d i n g ,  b u t  n o t  l i m i t e d  t o ,  e l e c t e d  o f f i c i a l s ,  t h e  
e m p l o y e r ,  o r  a n  e x c l u s i v e  b a r g a i n i n g  r e p r e s e n t a t i v e  u n d e r  c h a p t e r  1 7 9 A ,  p r o v i d e d  t h i s  
u s e ,  i n c l u d i n g  t h e  v a l u e  o f  t i m e  s p e n t ,  r e s u l t s  i n  n o  i n c r e m e n t a l  c o s t  t o  t h e  s t a t e  o r  r e s u l t s  
i n  a n  i n c r e m e n t a l  c o s t  t h a t  i s  s o  s m a l l  a s  t o  m a k e  a c c o u n t i n g  f o r  i t  u n r e a s o n a b l e  o r  
a d m i n i s t r a t i v e l y  i m p r a c t i c a b l e . "  
A p p r o p r i a t e  U s e :  S t a t e  e m p l o y e e s  n e e d  t o  u s e  g o o d  j u d g m e n t  i n  I n t e r n e t  a c c e s s  a n d  e - m a i l  u s e .  
T h e y  a r e  e x p e c t e d  t o  e n s u r e  t h a t  e - m a i l  m e s s a g e s  a r e  a p p r o p r i a t e  i n  b o t h  t h e  t y p e s  o f  e - m a i l  
m e s s a g e s  c r e a t e d  a n d  t h e  t o n e  a n d  c o n t e n t  o f  t h o s e  m e s s a g e s .  E m p l o y e e  u s e  o f  e - m a i l  a n d  t h e  
I n t e r n e t  m u s t  b e  a b l e  t o  w i t h s t a n d  p u b l i c  s c r u t i n y  w i t h o u t  e m b a r r a s s m e n t  t o  t h e  a g e n c y  o r  t h e  
S t a t e  o f  M i n n e s o t a .  
Administrative Policies and Procedures 
Examples of inappropriate use include, but are not limited to: 
• Illegal activities 
• Wagering, betting, or selling 
• Harassment and illegal discrimination 
• Fund-raising for any purpose unless agency sanctioned 
• Commercial activities, e.g., personal for-profit business activities 
• Promotion of political or religious positions or activities 
• Receipt, storage or transmission of offensive, racist, sexist, obscene or pornographic 
information 
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• Downloading software (including games, wallpaper, and screen savers) from the Internet 
unless agency-sanctioned. 
• Non-State employee use. 
The traditional communication rules of reasonableness, respect, courtesy, common sense, and 
legal requirements also apply to electronic communication. For example, actions that are 
considered illegal such as gambling and harassment are not up to the discretion of individual 
agencies or individual managers or supervisors: these actions break the law whether the behavior 
is conducted on e-mail or by another means of communication, and they may subject the 
employee to disciplinary action up to and including discharge. 
Employees should be aware that they may receive inappropriate and unsolicited e--mail 
messages .. Any such messages should be reported immediately to the employee's supervisor and . 
any other designated of~icial within the employee's agency. 
While employees may make personal use of State technology such as e-mail and Internet access, 
the amount of use during working hours is expected to be limited to incidental use or emergency 
situations. Excessive time spent on such personal activities during working hours will subject 
the employee to disciplinary action. 
Union Use: In the interest of maintaining effective labor-management relationships and efficient 
use of State time and resources, State e-mail systems may be used by employee representatives of 
the union for certain union activities. Approved uses include posting of meeting notices, 
investigation and administration of grievances, contract interpretation questions, union election 
results, and notification of arbitration and unit determination decisions . 
Monitoring: Electronic communication devices such as telephones, facsimile machines, pagers, 
State-e-mail systems and Internet access are State property. Like other State resources, they are 
intended to be used for State business and other agency-sanctioned activities. The State reserves 
the right to monitor all use of e-mail and Internet resources at the time of use, during routine 
post-use audits, and during investigations. 
Data that agencies maintain electronically are government data and, as such, are subject to 
classification and access under the Minnesota Government Data Practices Act, Minnesota 
Statutes, Chapter 13. Employees should understand that electronic data are not completely 
secure. For example, e-mail messages can be altered by a recipient and retransmitted as if from 
the original sender, or data can be illegally accessed. They should also understand that e-mail 
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m e s s a g e s  a n d  I n t e r n e t  t r a n s a c t i o n s ,  i n c l u d i n g  t h o s e  t h e y  d e l e t e  o r  e r a s e  f r o m  t h e i r  o w n  f i l e s ,  m a y  
b e  b a c k e d  u p  o r  r e c o r d e d  a n d  s t o r e d  c e n t r a l l y  f o r  s y s t e m  s e c u r i t y  a n d  i n v e s t i g a t i v e  p u r p o s e s .  
T h e y  m a y  b e  r e t r i e v e d  a n d  v i e w e d  b y  s o m e o n e  e l s e  w i t h  p r o p e r  a u t h o r i t y  a t  a  l a t e r  d a t e .  I t  i s  t h e  
u s e r ' s  r e s p o n s i b i l i t y  t o  u s e  c a r e  i n  c o m m u n i c a t i n g  i n f o r m a t i o n  n o t  m e a n t  f o r  p u b l i c  v i e w i n g .  
B e c a u s e  t h e  e - m a i l  a n d  I n t e r n e t  s y s t e m s  a r e  n o t  s e c u r e ,  e m p l o y e e s  s h o u l d  n o t  s e n d  a n y  d a t a  
c l a s s i f i e d  a s  n o t  p u b l i c  ( p r i v a t e  o r  c o n f i d e n t i a l  d a t a  o n  i n d i v i d u a l s  o r  n o n p u b l i c  o r  p r o t e c t e d  
n o n p u b l i c  d a t a  n o t  o n  i n d i v i d u a l s )  o v e r  t h e  e - m a i l  o r  I n t e r n e t  s y s t e m s  u n l e s s  t h e  d a t a  a r e  
e n c r y p t e d  o r  e n c o d e d .  [ M n S C U ,  N o v .  1 5 ,  1 9 9 7 . ]  
E M E R G E N C I E S  
( F I R E ,  M E D I C A L ,  W E A T H E R )  
F i r e  
T h e  f i r e  a l a r m  s y s t e m  w i t h i n  t h e  u n i v e r s i t y  b u i l d i n g s  i s  a c t i v a t e d  i n  t w o  w a y s :  
1 .  A u t o m a t i c a l l y ,  b y  t h e  s m o k e  d e t e c t i o n  s y s t e m ,  o r  
2 .  M a n u a l l y ,  b y  p u l l  s t a t i o n s .  
S h o u l d  y o u  s e e  o r  s m e l l  s m o k e  p r i o r  t o  a l a r m  a c t i v a t i o n  b y  t h e  s m o k e  d e t e c t o r s ,  y o u  s h o u l d  
i m m e d i a t e l y  a c t i v a t e  t h e  n e a r e s t  p u l l  s t a t i o n .  W h e n  a n  a l a r m  s o u n d s ,  p l e a s e  a s s i s t  i n  t h e  r a p i d  
e v a c u a t i o n  o f  a l l  p e r s o n n e l  f r o m  t h e  b u i l d i n g .  
D i s a b l e d / h a n d i c a p p e d  p e r s o n s  w h o  a r e  u n a b l e  t o  m o v e  d o w n  s t a i r w e l l s  s h o u l d  m o v e  t o  t h e  
n e a r e s t  s t a i r w e l l  l a n d i n g  f r o m  w h e r e  t h e  M o o r h e a d  F i r e  D e p a r t m e n t  c a n  p r o v i d e  f o r  t h e i r  
e v a c u a t i o n .  
T h e  M o o r h e a d  F i r e  D e p a r t m e n t  o r  u n i v e r s i t y  a d m i n i s t r a t i o n  w i l l  p e r m i t  r e - e n t r y  w h e n  t h e  
b u i l d i n g  i s  s a f e .  P l e a s e  c o o p e r a t e  b y  e v a c u a t i n g  t h e  b u i l d i n g  i m m e d i a t e l y  o n c e  a n  a l a r m  i s  
s o u n d e d .  
M e d i c a l  
T h e  H e n d r i x  H e a l t h  C e n t e r  s t a f f  r e c o m m e n d s  f o l l o w i n g  t h e  f o l l o w i n g  p r o c e d u r e s  i n  t h e  e v e n t  o f  
a  m e d i c a l  e m e r g e n c y  i n  t h e  c l a s s r o o m  o r  i n  o t h e r  a r e a s  o n  c a m p u s :  
I f  t h e r e  i s  a n y  i n d i c a t i o n  o f  a  l i f e - t h r e a t e n i n g  s i t u a t i o n ,  d i a l  t h e  e m e r g e n c y  c a l l  n u m b e r  w h i c h  i s  
9 - 9 1 1 .  E x a m p l e s  o f  l i f e  t h r e a t e n i n g  c o n d i t i o n s  c o u l d  i n c l u d e ,  b u t  a r e  n o t  l i m i t e d  t o ,  t h e  
f o l l o w i n g :  c h o k i n g ,  s e v e r e  c h e s t  p a i n  a n d / o r  s h o r t n e s s  o f  b r e a t h ,  l o s s  o f  c o n s c i o u s n e s s ,  
u n c o n t r o l l e d  b l e e d i n g ,  o r  d e b i l i t a t i n g  i n j u r i e s .  
S t a f f  m e m b e r s  a t  H e n d r i x  H e a l t h  C e n t e r  a r e  w i l l i n g  t o  c o m e  t o  t h e  l o c a t i o n  t o  a d m i n i s t e r  
e m e r g e n c y  f i r s t - a i d  t r e a t m e n t  a n d  p r o v i d e  s u p p o r t .  H o w e v e r ,  d i a l  9 - 9 1 1  f i r s t  t o  a v o i d  w a s t i n g  
l i f e - s a v i n g  m i n u t e s .  T h e n ,  c a l l  t h e  H e a l t h  C e n t e r  a t  2 2 1 1 .  T h e r e  w i l l  b e  o c c a s i o n a l  i n s t a n c e s  
w h e n  t h e  H e a l t h  C e n t e r  i s  c l o s e d .  
T h e  c o s t  o f  a n  a m b u l a n c e  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  " p a t i e n t . "  I f  t h e  " p a t i e n t "  r e f u s e s  t r a n s p o r t ,  
t h e r e  i s  n o  c h a r g e .  T h e r e  i s  n o  c h a r g e  t o  t h e  p e r s o n  w h o  c a l l s  t h e  a m b u l a n c e .  
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At the beginning of every term, faculty members should ask the students in their classes to notify 
them about any health problems that might require emergency treatment. If any student comes 
forward, the instructor can ask the student, in private, what the usual emergency treatment 
involves. This information could give the instructor a sense of confidence if an emergency 
treatment situation arises. 
If anyone has questions about these recommended procedures, please feel free to call the Director 
of Health Services at ext. 2327. [M&C 5/15/92] 
Weather 
MnSCU policy 4.4.1 states: "The authority to cancel classes due to weather conditions or other 
emergencies resides with the college or university president or the president's designee. 
Cancellation of classes does not excuse any employee from work. Employees of the college, 
including faculty, may take personal leave, vacation leave or use earned compensatory time when 
classes are canceled and they may choose to be absent from work." MnSCU policy 4.4.2 also 
gives the president the authority to close the campus using procedures developed for that 
purpose. 
President Roland Barden has delegated to the following persons responsibility for implementing 
this plan: the Vice President for Student Affairs will make decisions about the cancellation of 
classes, and the Vice President for Administrative Affairs, wiH make decisions about the closure 
of school/personnel matters. When a decision has been made to cancel classes and/or declare a 
campus closing, we will immediately contact area radio and TV stations to communicate the 
details regarding the length of the closure and when we expect to re-open. 
When classes are called off, local radio and TV stations will be notified as early as possible, and 
listening to radio and TV is the best way of finding out whether classes will meet or not. One 
difficulty encountered in the past is that although the university will tell radio and TV stations 
that it is just classes which have been called off, this sometimes get reported on the air as 
"MSUM is closed." Clearly, the university cannot always control exactly what reporters say on 
the air. 
It should also be noted that about 90% of the students and employees live in the immediate 
Moorhead/Fargo area. Consequently, if travel is possible in the two cities, the university will 
usually try to avoid calling off classes. On the other hand, even when classes are held, it may be 
difficult for out-of-town students to get there, so faculty members are asked to take bad weather 
into consideration when evaluating student absences. 
[Authority: 1994 Minnesota Statutes, Sect. 43A.05, Subd.4] 
Tornado Emergencies 
Tornadoes can occur at any time during the year. However, the threat of tornadoes and high 
winds in our area will likely be more prevalent during the months of April through October. 
We encourage students, faculty and staff to take a minute and determine safe areas BEFORE a 
storm arrives. The approach of severe weather may be announced by sirens located throughout 
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t h e  c o m m u n i t y  a n d  t h r o u g h  l o c a l  r a d i o  a n d  t e l e v i s i o n  p r o g r a m s .  I n  c a s e  o f  a n  a p p r o a c h i n g  
t o r n a d o ,  t h e  f o l l o w i n g  p r o c e d u r e s  a r e  r e c o m m e n d e d :  
1 )  M o v e  t o  t h e  n e a r e s t  b u i l d i n g  a n d  l o c a t e  a  s a f e  p l a c e  t o  w a i t .  
2 )  A s s i s t  a n y  p h y s i c a l l y  c h a l l e n g e d  i n d i v i d u a l s ,  i f  n e e d e d .  
3 )  M o v e  t o ,  o r  s t a y  o n ,  t h e  l o w e s t  f l o o r  o f  a n y  b u i l d i n g .  
4 )  S t a y  i n  c e n t r a l  c o r r i d o r s  a w a y  f r o m  g l a s s ;  c o v e r  y o u r  f a c e  w i t h  f o l d e d  a r m s .  
5 )  S t a y  a w a y  f r o m  w i n d o w s .  
6 )  L e a v e  c o r r i d o r  d o o r s  o p e n .  
7 )  D o  N O T  u s e  a n y  e l e v a t o r .  
8 )  T y p e s  o f  a r e a s  t h a t  s h o u l d  b e  c o n s i d e r e d  t h e  s a f e s t  a r e :  
* b a s e m e n t s  
* s t a i r w e l l s  
* l o w e r  l e v e l  r o o m s  w i t h o u t  a n y  w i n d o w s  
* l o w e r  l e v e l  h a l l w a y s  w i t h o u t  a n y  w i n d o w s  
* a t  N e m z e k  H a l l - t h e  n o r t h  s e c t i o n  o n l y .  T h e  f i e l d h o u s e  i s  N O T  c o n s i d e r e d  
t o  b e  a  s a f e  a r e a  d u r i n g  h i g h  w i n d s .  
s a f e  a r e a  d u r i n g  h i g h  w i n d s .  
I n  t h e  c a s e  o f  s u c h  a n  e m e r g e n c y ,  a l l  d o o r s  t h a t  l e a d  t o  b a s e m e n t  a r e a s ,  w h i c h  a r e  p e r m a n e n t l y  
k e p t  l o c k e d ,  w i l l  b e  o p e n e d  a n d  w i l l  r e m a i n  s o  f o r  t h e  d u r a t i o n  o f  t h e  e m e r g e n c y .  
E M P L O Y E E  A S S I S T A N C E  P R O G R A M  
T h e  E m p l o y e e  A s s i s t a n c e  P r o g r a m  w a s  e s t a b l i s h e d  o n  D e c e m b e r  2 9 ,  1 9 7 6  a n d  i s  a v a i l a b l e  t o  a l l  
M i n n e s o t a  S t a t e  e m p l o y e e s  a n d  t h e i r  d e p e n d e n t s .  T h e  p r o g r a m  i s  b a s e d  u p o n  t h e  p r e m i s e  t h a t  
" t h e  S t a t e  r e c o g n i z e s  t h a t  c h e m i c a l  d e p e n d e n c y  o r  o t h e r  p r o b l e m s  n o t  d i r e c t l y  a s s o c i a t e d  w i t h  
o n e s '  j o b  f u n c t i o n  c a n  h a v e  a n  a f f e c t  o n  a n  e m p l o y e e ' s  j o b  p e r f o r m a n c e . "  J o b  p e r f o r m a n c e  c a n  
b e  a d v e r s e l y  a f f e c t e d  b y  a n y  p e r s o n a l  p r o b l e m .  T h e  r a n g e  o f  p e r s o n a l  p r o b l e m s  m a y  i n c l u d e ,  b u t  
i s  n o t  l i m i t e d  t o ,  c h e m i c a l  d e p e n d e n c y ,  p s y c h o l o g i c a l ,  m a r i t a l ,  f i n a n c i a l ,  l e g a l  a n d  o t h e r  
c o n c e r n s .  T h e  p u r p o s e  o f  t h i s  p r o g r a m  i s  t o  p r e s e r v e  v a l u a b l e  s t a t e  e m p l o y e e s  i n  t h e i r  p o s i t i o n s  
t h r o u g h  r e s o l u t i o n  o f  t h e s e  p e r s o n a l  p r o b l e m s .  
T h e r e  i s  n o  c h a r g e  f o r  t h e  d i a g n o s t i c  a n d  r e f e r r a l  s e r v i c e s  o f f e r e d  t h r o u g h  t h e  p r o g r a m .  H o w e v e r ,  
t h e  c o s t s  o f  t h e r a p y  a r e  n o t  c o v e r e d  b y  t h e  p r o g r a m  b u t  i n  m a n y  c a s e s  s u c h  a s  c h e m i c a l  
d e p e n d e n c y  a n d  p s y c h o l o g i c a l  p r o b l e m s ,  t h e  t h e r a p y  c o s t s  a r e  c o v e r e d  b y  t h e  
e m p l o y e e ' s / d e p e n d e n t ' s  h e a l t h  c o v e r a g e  p l a n .  T h e  p r o g r a m  i s  p r i v a t e  a n d  c o n f i d e n t i a l  u n l e s s  t h e  
e m p l o y e e  u s i n g  t h e  s e r v i c e s  o f  t h e  p r o g r a m  g i v e s  a  s p e c i a l  r e l e a s e .  T h e  o n l y  i n f o r m a t i o n  t h a t  c a n  
b e  s h a r e d  w i t h  a  r e f e r r e r  i s  w h e t h e r  t h e  a p p o i n t m e n t  w a s  k e p t  o r  w h e t h e r  t h e  e m p l o y e e  a c c e p t e d  
t h e  r e c o m m e n d a t i o n  f o r  p r o f e s s i o n a l  h e l p  f o r  w h a t e v e r  p e r s o n a l  p r o b l e m  w a s  d e t e r m i n e d  d u r i n g  
t h e  d i a g n o s t i c  i n t e r v i e w .  
S u p e r v i s o r s  w i l l  a l l o w  t h e  u s e  o f  s i c k  l e a v e  w h e n  t h e y  h e l p  t h e  e m p l o y e e  m a k e  t h e  
a p p o i n t m e n t  t o  v i s i t  a  p r o g r a m  c o u n s e l o r .  F u r t h e r ,  t h e  o f f i c i a l  p o l i c y  s t a t e s :  " W h e n  a  d i a g n o s i s  
a n d  r e f e r r a l  i s  m a d e  b y  t h e  c o u n s e l o r ,  t h e  e m p l o y e e  m a y  u s e  s i c k  l e a v e  f o r  t h e  p r e s c r i b e d  
t r e a t m e n t  o r  r e h a b i l i t a t i o n  p r o g r a m  m a d e  a v a i l a b l e  u n d e r  h o s p i t a l i z a t i o n  o r  h e a l t h  b e n e f i t s  
p r e s e n t l y  o f f e r e d  t o  e m p l o y e e s  o f  t h e  S t a t e  o f  M i n n e s o t a . "  
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Diagnostic and referral sources are not limited to the Moorhead area. Employees, the family, 
union steward, supervisor or the Human Resources Office may arrange a diagnostic counseling 
interview with a diagnostic and referral counselor by calling one of the following numbers: 
• Lakeland Mental Health Center, Inc. 
+ Moorhead- 1010 32nct Avenue South- 1-218-233-7524 
+ Fergus Falls- 126 East Alcott- 1-218-736-6987 or 1-800-223-4512 
+ Detroit Lakes- 714 Lake Avenue- 1-218-847-1676 
+ New York Mills- 1-800-223-4512 
+ Glenwood- 105 2nd Avenue NE- 1-800-223-4512 
+ Starbuck- 1-800-223-4512 
• 24-Hour Emergency/Crisis Number- 1-800-223-4512 (V/TDD) 
• State Employee Assistance Program - Central Office - 1-800-657-3719 
Further information can be obtained from the Human Resources Office, phone 236-2157. Owens 
210. 
[M&C 5/15/92] 
EMPLOYMENT OF NON-RESIDENT FOREIGN NATIONALS 
MSUM will assist employ~es in obtaining the 1-129 or H-1 visa, but all fees must be paid by the 
employee. Any status change beyond the H-1 is the responsibility of the employee. The 
University will retain the services of a paralegal to review paperwork for submission of the 
I-129. For more information, consult Claudia Pehler at 236-4654. 
EQUIPMENT/PROPERTY 
Ownership of all University property shall reside with the institution, while custody, control and 
usage is the responsibility of each unit. Department/unit heads are responsible for the proper use, 
maintenance and protection of all property. University property may be removed from the 
campus only with the written permission of the Administrative Vice President. Administrative 
Affairs, phone 236-2070, Owens 208. [M&C 5/15/92] 
EQUIPMENT USE 
The technical equipment of the System or university shall not be used by a faculty member for 
personal use without notice to and the consent of his/her Employer and the payment of a 
reasonable fee for the privilege enjoyed. IFO/MnSCU Agreement, Article 27, Section C, Subd. 
2a; MSUAASF/MnSCU Agreement, Article 20, Section C, Subd. 6. [M&C 5/15/92] 
FACILITIES AND SERVICES 
In general, faculty and staff are to use the university facilities and services for university business 
only. However, the university has traditionally been open to its communities, and to the extent 
that this tradition can be maintained without conflicting with the normal work of the institution, 
cooperation should be encouraged. It should be clear though, that university facilities cannot be 
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u s e d  f o r  p u r p o s e s  u n r e l a t e d  t o  i t s  e d u c a t i o n a l  p r o g r a m s ,  a n d  t h a t  t h e  u n i v e r s i t y  i s  n o t  c o m p e t i n g  
w i t h  c o m m e r c i a l  f a c i l i t i e s  a n d  s e r v i c e s  a v a i l a b l e  f o r  c o n f e r e n c e s  a n d  c o n v e n t i o n s .  Q u e s t i o n s  o n  
u s e  o r  r e n t a l  s h o u l d  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 .  
[ M & C  5 / 1 5 / 9 2 ]  
F A M I L Y  E D U C A T I O N A L  R I G H T S  A N D  P R I V A C Y  A C T  ( F E R P A )  
S t u d e n t  R e c o r d s  
I .  I n t r o d u c t i o n  
S t u d e n t  r e c o r d s  m a i n t a i n e d  b y  t h e  U n i v e r s i t y  f a l l  i n t o  t w o  g e n e r a l  c a t e g o r i e s  - - d i r e c t o r y  
i n f o r m a t i o n  a n d  e d u c a t i o n a l  r e c o r d s .  A s  c u s t o d i a n  o f  s t u d e n t  r e c o r d s  i n  c o m p l i a n c e  w i t h  t h e  
F a m i l y  E d u c a t i o n a l  R i g h t s  a n d  P r i v a c y  A c t  o f  1 9 7 4 ,  t h e  U n i v e r s i t y  a s s u m e s  t h e  t r u s t  a n d  
o b l i g a t i o n  t o  e n s u r e  t h e  f u l l  p r o t e c t i o n  o f  s t u d e n t  r e c o r d s  w h i c h  i n c l u d e s  m a i n t a i n i n g  t h e  
c o n f i d e n t i a l i t y  o f  e d u c a t i o n a l  r e c o r d s .  T h e  a d m i n i s t r a t i v e  p r o c e d u r e s  o u t l i n e d  i n  t h i s  s e c t i o n  a r e  
t o  b e  c o m p l i e d  w i t h  b y  U n i v e r s i t y  p e r s o n n e l  w h o  h a v e  o r  a c c u m u l a t e  e d u c a t i o n a l  r e c o r d s  w h i c h  
a r e  i n  a  p e r s o n a l l y  i d e n t i f i a b l e  f o r m .  T h e  t e r m  " s t u d e n t "  i n  t h i s  S e c t i o n  m e a n s  a n  e l i g i b l e  s t u d e n t  
u n d e r  F E R P A  ( a  s t u d e n t  e n r o l l e d  o r  p r e v i o u s l y  e n r o l l e d  a t  M S U M ) .  S t u d e n t s  m a y  r e v i e w  a  c o p y  
o f  F E R P A  a n d  t h e  r e g u l a t i o n s  a t  t h e  f o l l o w i n g  o f f i c e s :  R e c o r d s ,  V i c e  P r e s i d e n t  o f  A c a d e m i c  
A f f a i r s  a n d  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  
I T .  D i r e c t o r y  I n f o r m a t i o n  
A .  D i r e c t o r y  i n f o r m a t i o n  i s  i n f o r m a t i o n  c o n c e r n i n g  a  s t u d e n t  w h i c h  m a y  b e  r e l e a s e d  
p u b l i c l y .  I t  i n c l u d e s  t h e  f o l l o w i n g  c a t e g o r i e s :  ( I )  t h e  s t u d e n t ' s  n a m e ,  l o c a l  a n d  p e r m a n e n t  
( h o m e t o w n )  a d d r e s s ,  t e l e p h o n e  n u m b e r ;  ( I I )  m a j o r  a n d  m i n o r  f i e l d s  o f  s t u d y ,  c l a s s  l e v e l ,  
d a t e s  o f  e n r o l l m e n t ,  f u l l  t i m e / p a r t  t i m e  s t a t u s ,  a w a r d s ,  h o n o r s  ( i n c l u d i n g  D e a n ' s  l i s t ) ,  
d e g r e e ( s )  c o n f e r r e d  ( i n c l u d i n g  d a t e s ) ,  p r e v i o u s  e d u c a t i o n a l  i n s t i t u t i o n ( s )  a n d  d a t e s  
a t t e n d e d ,  e - m a i l  a d d r e s s ,  p h o t o g r a p h s  t a k e n  a n d  m a i n t a i n e d  b y  t h e  U n i v e r s i t y  f o r  v a r i o u s  
p u r p o s e s ,  p a s t  a n d  p r e s e n t  p a r t i c i p a t i o n  i n  o f f i c i a l l y  r e c o g n i z e d  a c t i v i t i e s  a n d  s p o r t s ,  
h e i g h t  a n d  w e i g h t  o f  a t h l e t e s ,  a n d  g e n d e r .  
B .  A  s t u d e n t  m a y  r e q u e s t  t h a t  c a t e g o r y  I ,  I I  o r  b o t h  c a t e g o r i e s  o f  t h e i r  d i r e c t o r y  i n f o r m a t i o n  
n o t  b e  m a d e  p u b l i c  b y  c o m p l e t i n g  a  f o r m  i n  t h e  R e c o r d s  O f f i c e .  T h e  w r i t t e n  r e f u s a l  t o  
p e r m i t  t h e  d i s c l o s u r e  o f  d i r e c t o r y  i n f o r m a t i o n  m u s t  b e  m a d e  w i t h i n  4 5  d a y s  o f  t h e  d a t e  a  
s t u d e n t  b e g i n s  t a k i n g  c l a s s e s  a t  M S U M .  F o r  e n r o l l e d  s t u d e n t s  t h i s  r e q u e s t  w i l l  r e m a i n  i n  
e f f e c t  f o r  o n e  a c a d e m i c  y e a r  u n l e s s  a  w r i t t e n  r e q u e s t  f o r  c h a n g e  i s  s u b m i t t e d .  I f  a  s t u d e n t  
h a s  r e q u e s t e d  n o n d i s c l o s u r e  o f  d i r e c t o r y  i n f o r m a t i o n  i n  h i s / h e r  l a s t  s e m e s t e r  o f  
a t t e n d a n c e ,  t h a t  r e q u e s t  m u s t  b e  h o n o r e d  u n t i l  t h a t  s t u d e n t  r e q u e s t s  i t s  r e m o v a l .  T h e  
s p e c i f i e d  d i r e c t o r y  i n f o r m a t i o n  w i l l  t h e n  b e  t r e a t e d  t h e  s a m e  a s  e d u c a t i o n a l  r e c o r d s  
i n f o r m a t i o n .  I n  t h e s e  c a s e s ,  t h e  U n i v e r s i t y ,  i n  r e s p o n s e  t o  p u b l i c  i n q u i r i e s ,  w i l l  v e r i f y  
o n l y  w h e t h e r  o r  n o t  a n  i n d i v i d u a l  i s  c u r r e n t l y  e n r o l l e d  a t  t h e  U n i v e r s i t y .  
i l l .  E d u c a t i o n a l  R e c o r d s  
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A. Educational records are those records, files, documents, and other materials which 
contain information directly related to a student's academic progress, financial status, 
medical condition (see Section IV A and B), etc., and are maintained by MSUM or a 
party acting on behalf of the University. Educational records include more than academic 
records. Educational records, with the exception of those designated as directory 
information (see Section II), may not be released without the written consent of the 
student to any individual, agency, or organization other than the following authorized 
personnel : 
1. University personnel who have legitimate educational interests, which means the 
demonstrated need to know by officials of MSUM who act in the student's 
educational interest, including faculty, administration, clerical and professional 
employees, and other persons who manage student record information (including 
law enforcement unit personnel and health staff), and a person or company with 
whom the University has contracted (such as an attorney, auditor, or collection 
agent). 
Nothing in FERPA allows an institution to discuss a student's education records 
publicly-even if the information is a matter of public record. A school official 
who wishes to respond to the media should ask the student for a properly executed 
release form. Exceptions to this would include disclosure in response to an 
emergency or in response to a lawfully issued C•)Urt order or subpoena. Any 
disclosure of educational records by officials without the student's ccnsent must 
be recorded and maintained with the records of the student as long a:; the records 
are maintained by the institution; 
2. Upon request, the University discloses education records without consent to 
officials of another school in which a student seeks or intends to enroll. 
3. Parents or legal guardians who have claimed a student as a dependent for the tax 
year that ends prior to the start of the academic year (section 152 of the Internal 
Revenue Code of 1954) upon providing a copy of the tax return and the Parental 
Access Form (available in the Records Office) with a notarized signature; 
4. Authorized representatives of the Comptroller General, the Secretary of 
Education, the Minnesota Attorney General , representatives of the Minnesota 
State Colleges and Universities ("MnSCU") and the Board of Trustees, 
Chancellor and its staff, a student serving on an official committee (such as a 
disciplinary or grievance committee or assisting another school official in 
performing his or her tasks); 
5. Officials responsible for acting in conjunction with the student's application for, 
or receipt of, financial aid; 
6. Authorized individuals or organizations conducting studies for, or on behalf of, 
the University for the purpose of developing, validating, or administering 
predictive tests; for administering student aid programs; and for improving 
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i n s t r u c t i o n .  T h e s e  s t u d i e s  m u s t  b e  c o n d u c t e d  i n  a  m a n n e r  t h a t  w i l l  n o t  p e r m i t  t h e  
p e r s o n a l  i d e n t i f i c a t i o n  o f  s t u d e n t s  a n d  t h e i r  p a r e n t s  b y  p e r s o n s  o t h e r  t h a n  
r e p r e s e n t a t i v e s  o f  t h e  U n i v e r s i t y  o r  s u c h  o r g a n i z a t i o n s .  T h i s  i n f o r m a t i o n  i s  t o  b e  
d e s t r o y e d  w h e n  i t  i s  n o  l o n g e r  n e e d e d  f o r  t h e  p u r p o s e  f o r  w h i c h  i t  w a s  c o l l e c t e d .  
A u t h o r i z a t i o n  f o r  s u c h  a c t i v i t i e s  w i l l  c o m e  f r o m  t h e  a p p r o p r i a t e  V i c e  P r e s i d e n t .  
B .  T h e  d i s c l o s u r e  o f  e d u c a t i o n a l  r e c o r d s  t o  f a m i l y  m e m b e r s  a n d  i n  r e s p o n s e  t o  s u b p o e n a s  
w i l l  b e  c a r r i e d  o u t  a s  f o l l o w s :  
1 .  U n i v e r s i t y  o f f i c i a l s  a r e  e x p e c t e d  t o  c o m p l y  w i t h  j u d i c i a l  o r d e r s  a n d  l a w f u l l y  
i s s u e d  s u b p o e n a s .  S t u d e n t s  a f f e c t e d  b y  s u c h  a c t i o n  s h a l l  b e  n o t i f i e d  o f  t h e  
U n i v e r s i t y ' s  i n t e n t i o n  t o  c o m p l y  w i t h  c o u r t  o r d e r s ;  
2 .  S p o u s e s  o r  o t h e r  f a m i l y  m e m b e r s  o f  s t u d e n t s  m a y  r e c e i v e  s t u d e n t  r e c o r d  
i n f o r m a t i o n  w h e n  a  w r i t t e n  c o n s e n t  f o r m  i s  s u b m i t t e d  b y  t h e  s t u d e n t  ( f o r  
e x c e p t i o n ,  s e e  S e c t i o n  i l l - A - 3 ) ;  
3 .  R e c o r d s  o f  f o r m e r  s t u d e n t s ,  i n c l u d i n g  d e c e a s e d  s t u d e n t s ,  a r e  c o n f i d e n t i a l  e x c e p t  
t h a t  r e c o r d s  o f  d e c e a s e d  f o r m e r  s t u d e n t s  m a y  b e  r e l e a s e d  o r  d i s c l o s e d  a t  t h e  
r e q u e s t  o f  a  p a r e n t ,  p e r s o n a l  r e p r e s e n t a t i v e ,  o r  o t h e r  q u a l i f i e d  r e p r e s e n t a t i v e  o f  t h e  
s t u d e n t ' s  e s t a t e ,  o r  p u r s u a n t  t o  a  c o u r t  o r d e r  t o  s u b p o e n a .  
C .  U p o n  w r i t t e n  r e q u e s t ,  t h e  U n i v e r s i t y  s h a l l  p r o v i d e  s t u d e n t  a c c e E . s  t o  a  s t u d e n t ' s  o w n  
r e c o r d s  w i t h  t h e  e x c e p t i o n  o f :  
1 .  F i n a n c i a l  a i d  r e c o r d s  o f  t h e  s t u d e n t ' s  p a r e n t  o r  g u a r d i a n ;  
2 .  C o n f i d e n t i a l  l e t t e r s  o f  r e c o m m e n d a t i o n  w h e r e  t h e  s t u d e n t  h a s  s i g n e d  a  w a i v e r  o f  
r i g h t - o f - a c c e s s ,  o r  l e t t e r s  o f  r e c o m m e n d a t i o n  w r i t t e n  p r i o r  t o  J a n u a r y  1 ,  1 9 7 5 ,  
p r o v i d i n g  s u c h  l e t t e r s  a r e  u s e d  o n l y  f o r  t h e  p u r p o s e  f o r  w h i c h  t h e y  w e r e  
s p e c i f i c a l l y  i n t e n d e d .  
3 .  P e r s o n s  w h o  a p p l i e d  f o r  a d m i s s i o n  b u t  w e r e  n o t  a c c e p t e d  h a v e  n o  r i g h t s  u n d e r  
F E R P A .  I n d i v i d u a l s  w h o  a r e  d e n i e d  a d m i s s i o n  t o  a  p r o g r a m  o f  s t u d y  o r  
c o m p o n e n t  u n i t  a r e  n o t  e n t i t l e d  b y  F E R P A  t o  h a v e  a c c e s s  t o  m a t e r i a l s  r e l a t i n g  t o  
t h e  d e n i e d  a p p l i c a t i o n ,  e v e n  i f  t h e  i n d i v i d u a l  i s  s u b s e q u e n t l y  a d m i t t e d  i n t o  a n d  
e n r o l l e d  i n  a n o t h e r  c o u r s e  o f  s t u d y  a s  a  s p e c i a l  s t u d e n t .  
4 .  T h o s e  r e c o r d s  w h i c h  a r e  e x c l u d e d  f r o m  t h e  F E R P A  d e f i n i t i o n  o f  e d u c a t i o n a l  
r e c o r d s .  
D .  S t u d e n t s  m a y  w a i v e  t h e i r  a c c e s s  t o  r e c o r d s :  
1 .  A  s t u d e n t  m a y  s i g n  a  w a i v e r  o f  r i g h t - o f - a c c e s s  t o  c o n f i d e n t i a l  r e c o m m e n d a t i o n s  
c o n c e r n i n g  a d m i s s i o n ,  a p p l i c a t i o n  f o r  e m p l o y m e n t ,  a n d / o r  a p p l i c a t i o n  f o r  a n  
h o n o r  o r  h o n o r a r y  r e c o g n i t i o n .  I n  s u c h  c a s e s  t h e  s t u d e n t ,  u p o n  r e q u e s t ,  s h a l l  b e  
n o t i f i e d  o f  t h e  n a m e s  o f  i n d i v i d u a l s  m a k i n g  s u c h  c o n f i d e n t i a l  r e c o m m e n d a t i o n s .  
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These recommendations are to be used solely for the purpose for which they were 
intended; 
2. In the event a student refuses to sign a waiver of access, such an act may not be 
considered as a condition for admission, receipt of financial aid, or any other 
service or benefit from the University. 
E. Since the University does not maintain a central repository for educational records, 
inquiries for access to specific educational records should be made to the University office 
or agency listed below who are responsible for a particular record: 
Admissions-Director of Admissions 
Business-Business Manager 
Counseling-Director of Counseling 
Financial Aid-Director of Financial Aid 
Graduate Studies-Coordinator of Graduate Studies 
Health Services-Director of the Health Center 
Housing and Security-Director of Housing 
International Students-International Student Advisor 
Career and Placement Services-Director of Career and Placement Services 
Records-Registrar 
Veterans Affairs-Veterans Service Officer 
Requests for assistance in locating individual educational records in offices other than 
those listed above may be directed to the Office of the Vice President for Student Affai rs . . 
F. University personnel must willingly produce for inspection, with reasonable notice by an 
individual student, all records, with the exception of those previously noted, which 
pertain to that student. Access to records should occur as soon as reasonably practicable, 
but in no instance more than 45 days after the request. The following procedures should 
be followed when students are seeking access to records: 
1. Student must provide proper identification; 
2. Designated staff or personnel will review and interpret the contents of the record 
with the student; 
3. Students will be free to examine the content of the record and, upon request, 
receive a copy. The student will have to pay the reproduction cost in order to 
secure a copy of the record. No materials can be removed from any educational 
record if there is an outstanding request to inspect and review the records. 
MSUM reserves the right to deny transcripts or copies of records not required to 
be made available by FERPA in any of the following situations: 1) The student 
has an unpaid financial obligation to the University. 2) There is an unresolved 
disciplinary action against the student. 
G. When a student has challenged specific data or information and requested amendment of 
the record he/she should identify the part of the record he/she wants changed and specify 
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w h y  h e / s h e  b e l i e v e s  i t  i s  i n a c c u r a t e ,  m i s l e a d i n g  o r  i n  v i o l a t i o n  o f  h i s  o r  h e r  p r i v a c y  o r  
o t h e r  r i g h t s :  
1 .  T h e  d e s i g n a t e d  d e p a r t m e n t  o r  s t a f f  m e m b e r  m a y  a g r e e  t o  a m e n d  s e l e c t e d  
i n f o r m a t i o n ;  o r ,  
2 .  I n  t h e  e v e n t  t h e  d e s i g n a t e d  d e p a r t m e n t  o r  s t a f f  m e m b e r  d o e s  n o t  c o n c u r  w i t h  t h e  
s t u d e n t ' s  r e q u e s t  t o  a m e n d  t h e  i n f o r m a t i o n ,  t h e  s t u d e n t  s h a l l  f o l l o w  t h e  
p r o c e d u r e s  f o r  c h a l l e n g i n g  d a t a  d e v e l o p e d  b y  t h e  d e p a r t m e n t  a n d / o r  c o l l e g e  i n  
w h i c h  t h e  d e p a r t m e n t  i s  l o c a t e d .  [ N o t e :  I n  t h e  e v e n t  o f  a  c h a l l e n g e  t o  a  g r a d e ,  
t h e  s t u d e n t  m u s t  f o l l o w  t h e  g r a d e  a p p e a l  p r o c e d u r e  d e f i n e d  i n  t h e  S t u d e n t  P o l i c y  
H a n d b o o k ] ;  
3 .  I f ,  a f t e r  f o l l o w i n g  t h e  a b o v e  p r o c e d u r e s ,  r e s o l u t i o n  h a s  n o t  o c c u r r e d  ( t h a t  i s ,  t h e  
s t u d e n t  s t i l l  f e e l s  t h e  r e c o r d  i s  i n a c c u r a t e ,  m i s l e a d i n g ,  o r  o t h e r w i s e  i n  v i o l a t i o n  o f  
p r i v a c y  o r  o t h e r  r i g h t s  o f  t h e  s t u d e n t ) ,  t h e  s t u d e n t  m a y  r e q u e s t  a n  a d m i n i s t r a t i v e  
h e a r i n g  b e f o r e  t h e  S t u d e n t s  E d u c a t i o n a l  R i g h t s  a n d  P r i v a c y  ( S E R P )  C o m m i t t e e ;  
4 .  T h e  s t u d e n t  s h o u l d  c o n t a c t  t h e  O f f i c e  o f  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  f o r  
a n  a p p o i n t m e n t  w i t h  t h e  S E R P  C o m m i t t e e .  A  h e a r i n g  w i l l  b e  p r o v i d e d  w h e r e  t h e  
s t u d e n t  m a y  p r e s e n t  w r i t t e n  o r  o r a l  e x p l a n a t i o n s  t o  s u p p o r t  h i s / h e r  r e q u e s t  f o r  
a m e n d m e n t  o f  t h e  r e c o r d ;  
5 .  T h e  S E R P  C o m m i t t e e  w i l l  p r o v i d e  a  w r i t t e n  d e c i s i o n  c o n c e r n i n g  t h e  r e q u e s t  f o r  
a m e n d m e n t  o f  t h e  r e c o r d  w i t h i n  f i v e  c l a s s  d a y s  o f  t h e  h e a r i n g .  I f ,  a s  a  r e s u l t  o f  
t h e  h e a r i n g ,  t h e  r e c o r d  i s  a m e n d e d ,  t h e  U n i v e r s i t y  w i l l  i n f o r m  t h e  s t u d e n t  o f  t h e  
a m e n d m e n t  i n  w r i t i n g .  I f  t h e  r e c o r d  i s  n o t  a m e n d e d ,  t h e  e l i g i b l e  s t u d e n t  w i l l  b e  
n o t i f i e d  i n  w r i t i n g  a n d  i n f o r m e d  o f  h i s / h e r  r i g h t  t o  p l a c e  a  s t a t e m e n t  i n  t h e  r e c o r d  
c o m m e n t i n g  o n  t h e  c o n t e s t e d  i n f o r m a t i o n .  T h e  a d d e d  s t a t e m e n t  c o n c e r n i n g  
c o n t e s t e d  i n f o r m a t i o n  s h a l l  a c c o m p a n y  t h e  r e c o r d  w i t h  t h e  c o n t e s t e d  i n f o r m a t i o n .  
H .  R e l e a s e  a n d  w a i v e r  o f  s t u d e n t  r e c o r d s .  
1 .  F o r  r e c o r d s  t o  b e  r e l e a s e d ,  o t h e r  t h a n  a s  o u t l i n e d  i n  i l l - A ,  t h e r e  m u s t  b e  a  w r i t t e n  
c o n s e n t  f o r m  c o m p l e t e d  b y  t h e  s t u d e n t ,  s p e c i f y i n g  t h e  r e c o r d s  t o  b e  r e l e a s e d .  T h e  
s t u d e n t  i s  e n t i t l e d  t o  a  c o p y  o f  t h e s e  r e l e a s e d  r e c o r d s .  
2 .  I f  t h e  s t u d e n t  h a s  p r e v i o u s l y  s i g n e d  a  w a i v e r  r e l e a s i n g  h i s / h e r  r e c o r d s  a n d  w i s h e s  
t o  r e v o k e  t h i s  w a i v e r ,  t h e  s t u d e n t  m u s t  m a k e  a  r e q u e s t  i n  w r i t i n g  a t  t h e  R e c o r d s  
O f f i c e .  
3 .  B y  r e v o k i n g  t h e  w a i v e r ,  t h e  s t u d e n t  d o e s  n o t  h a v e  t h e  r i g h t  t o  i n s p e c t  a n d  r e v i e w  
d o c u m e n t s  c o l l e c t e d  w h i l e  t h e  w a i v e r  w a s  i n  f o r c e .  
I .  E a c h  U n i v e r s i t y  o f f i c e  w h i c h  r e l e a s e s  s t u d e n t  e d u c a t i o n a l  r e c o r d s  m u s t  p e r m a n e n t l y  
m a i n t a i n  w i t h  t h e  f i l e  o f  t h e  s t u d e n t  a  s i g n e d  w r i t t e n  f o r m  i n d i c a t i n g  t h e  d a t e  o f  r e l e a s e  
f o r  r e c o r d s  a n d  t h e  l e g i t i m a t e  e d u c a t i o n a l  o r  o t h e r  i n t e r e s t  t h a t  e a c h  p e r s o n ,  U n i v e r s i t y  
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employee, agency, or organization had in seeking the information. Records of requests 
and disclosures do not have to be maintained for: (1) those requests made by student for 
their own use, (2) those disclosures made with the written consent of students, (3) Those 
disclosures made to school officials under the conditions that allowed such disclosures, or 
(4) those disclosures made to a party seeking directory information. 
J. Student record information can be transferred to a third party only on the condition that 
the third party will not in tum release the record to another party without the written 
consent of the student. A pre-printed statement outlining this third-party limitation will 
be on all information released to a third party. 
K. Areas of the University maintaining educational records are required to have a copy of the 
records policy available to students. 
IV. Medical and Counseling Services Records 
A. Medical Records-Privileged Information 
1. A student's medical record is confidential and is available to the student through 
the Director of Student Health Service. 
2. A student who wishes to release medical information, x-rays, or othe:- medical 
documents to a recognized member of the health profession must request, !n 
writing, that Student Health forward a C(i)py or summary of the studee 's record.s to 
the appropriate party. 
3. With written authorization of the student and on the request of a University 
official or faculty, Student Health shall provide information pertaining to a 
student's physical or mental condition that might affect his/her status as a student. 
4. Medical records are subject to subpoena. 
5. In situations where a student's life is in danger or in which his/her condition 
results in a danger to others, the facts pertaining to this danger may be 
communicated to the student's nearest responsible relative, without the student's 
consent, if judged necessary by the Director of Student Health Services or Vice 
President for Student Affairs. 
6. Information in a student's Health Service record may be released by the President 
of the University or by the Director of Student Health Services in response to a 
health or safety emergency. 
7. In the case of a student who is a minor, release of medical information must be 
authorized by the student's parent or guardian. 
8. Except as otherwise provided for in this section, information pertaining to a 
student's physical or mental condition may not be released to any party without 
the written, signed consent of the student. 
; ·  
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B .  C o u n s e l i n g  R e c o r d s  
1 .  T h e  r e c o r d s  o f  t h e  C o u n s e l i n g  C e n t e r  a r e  c o n s i d e r e d  c o n f i d e n t i a l  w i t h i n  t h e  r u l e s  
a n d  c o d e s  o f  e t h i c s  o f  t h e  A m e r i c a n  P s y c h o l o g i c a l  A s s o c i a t i o n  a n d  t h e  A m e r i c a n  
C o u n s e l i n g  A s s o c i a t i o n .  
2 .  O n  t h e  r e q u e s t  o f  a  D e a n  o r  a  f a c u l t y  m e m b e r  a n d  w i t h  t h e  w r i t t e n  a u t h o r i z a t i o n  
o f  t h e  s t u d e n t ,  t h e  C o u n s e l i n g  C e n t e r  D i r e c t o r  o r  h i s / h e r  p r o f e s s i o n a l  
r e p r e s e n t a t i v e s  s h a l l  p r o v i d e  i n f o r m a t i o n  p e r t a i n i n g  t o  a  s t u d e n t ' s  p h y s i c a l  o r  
m e n t a l  c o n d i t i o n  t h a t  m i g h t  a f f e c t  h i s / h e r  s t a t u s  a s  a  s t u d e n t .  
3 .  I n  s i t u a t i o n s  w h e r e  a  s t u d e n t ' s  l i f e  i s  i n  d a n g e r  o r  i n  w h i c h  h i s / h e r  c o n d i t i o n  s u i t s  
i n  a  d a n g e r  t o  o t h e r s ,  t h e  f a c t s  p e r t a i n i n g  t o  t h i s  d a n g e r  m a y  b e  c o m m u n i c a t e d  t o  
t h e  s t u d e n t ' s  n e a r e s t  r e s p o n s i b l e  r e l a t i v e ,  w i t h o u t  t h e  s t u d e n t ' s  c o n s e n t ,  i f  j u d g e d  
n e c e s s a r y  b y  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s ,  C o u n s e l i n g  C e n t e r  D i r e c t o r  
o r  t h e i r  p r o f e s s i o n a l  r e p r e s e n t a t i v e s .  
4 .  I n f o r m a t i o n  i n  a  s t u d e n t ' s  C o u n s e l i n g  C e n t e r  r e c o r d  m a y  b e  r e l e a s e d  b y  t h e  
P r e s i d e n t  o f  t h e  U n i v e r s i t y  o r  t h e  C o u n s e l i n g  C e n t e r  D i r e c t o r ,  o r  h i s / h e r  
p r o f e s s i o n a l  r e p r e s e n t a t i v e s  i n  r e s p o n s e  t o  a  h e a l t h  o r  s a f e t y  e m e r g e n c y .  
5 .  
I n  t h e  c a s e  o f  a  s t u d e n t  w h p  i s  a  m i n o r ,  r e l e a s e  o f  c o u n s e l i n g  i n f o r m a t i o n  m u s t  b e  
a u t h o r i z e d  b y  a  s t u d e n t ,  a  s t u d e n t ' s  p a r e n t ,  o r  t h e  s t u d e n t ' s  g u a r d i a n .  
6 .  T h e  p o r t i o n  o f  a  s t u d e n t ' s  c o u n s e l i n g  r e c o r d  u s e d  i n  c o n n e c t i o n  w i t h  t r e a t m e n t  i s  
a v a i l a b l e  t o  t h e  s t u d e n t  f o r  r e v i e w .  A  c o u n s e l o r  s h a l l  b e  p r e s e n t  t o  r e v i e w  a n d  
i n t e r p r e t  t h e  c o u n s e l i n g  r e c o r d  w i t h  s t u d e n t s  r e q u e s t i n g  t h i s  s e r v i c e .  
7 .  I n f o r m a t i o n  o b t a i n e d  f r o m  t h i r d  p a r t i e s  w i l l  n o t  b e  a v a i l a b l e  f o r  s t u d e n t  r e v i e w  o r  
r e l e a s e d  t o  s t u d e n t s  w i t h o u t  w r i t t e n  p e r m i s s i o n  o f  t h e  t h i r d  p a r t y .  
8 .  C o p i e s  o f  p s y c h o l o g i c a l  t e s t s ,  p s y c h o l o g i c a l  r e p o r t s  o r  m e d i c a l  r e p o r t s  o r i g i n a t e d  
f r o m  a  s o u r c e  o u t s i d e  t h e  C o u n s e l i n g  C e n t e r  w i l l  n o t  b e  r e l e a s e d  t o  s t u d e n t s .  A  
c o u n s e l o r  s h a l l  b e  p r e s e n t  w i t h  a  s t u d e n t  r e q u e s t i n g  t h e s e  m a t e r i a l s ,  t o  r e v i e w  
s u c h  t e s t s  o r  r e p o r t s  i n  t h e  s t u d e n t  r e c o r d .  
9 .  R e a s o n a b l e  f e e s  w i l l  b e  a s s e s s e d  t o  s t u d e n t s  f o r  c o s t s  o f  c o p y i n g  a n y  r e c o r d s  
r e q u e s t e d  a n d  r e l e a s e d .  
1 0 .  E d u c a t i o n  r e c o r d  i n f o r m a t i o n  m a y  b e  r e l e a s e d  w i t h o u t  a  s t u d e n t ' s  w r i t t e n  c o n s e n t  
i n  c o n n e c t i o n  w i t h  a n  e m e r g e n c y  i f  k n o w l e d g e  o f  t h e  i n f o r m a t i o n  i s  n e c e s s a r y  t o  
p r o t e c t  t h e  h e a l t h  o r  s a f e t y  o f  t h e  s t u d e n t  o r  o t h e r  i n d i v i d u a l s .  E d u c a t i o n  r e c o r d s  
d o  n o t  i n c l u d e :  ( a )  r e c o r d s  r e l a t i n g  t o  a  s t u d e n t  w h i c h  a r e  c r e a t e d  b y  a  
p s y c h o l o g i s t  o r  o t h e r  r e c o g n i z e d  p r o f e s s i o n a l  o r  p a r a p r o f e s s i o n a l  a c t i n g  i n  h i s / h e r  
p r o f e s s i o n a l  c a p a c i t y  o r  a s s i s t i n g  i n  a  p a r a p r o f e s s i o n a l  c a p a c i t y ;  ( b )  r e c o r d s  u s e d  
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solely in connection with provision of treatment to the student; and (c) records 
relating to the student disclosed only to individuals providing such treatment. 
Such records can be personally reviewed by a physician or other appropriate 
professional of the student's choice if the student requesting such records 
authorizes the release in writing. 
11. Counselors or psychologists shall advise Family Policy Compliance Office, U.S. 
Department of Education, 600 Independence A venue, SW, Washington, DC 
20202-4605; (202) 260-3887; Fax: (202) 260-9001, within 45 days of the 
following determinations: (a) a conflict exists between the Family Educational 
Rights and Privacy Act of 1974 and state or local law, and an institutional 
representative in the Counseling Center determines that she or he cannot comply 
with the requirements of the Act, or (b) if the act is in conflict with the 
counselor's or psychologist's professional ethical code. 
V. Law Enforcement Records 
A. Most campus security records are classified as law enforcement records. Law 
enforcement records created and maintained by the MSUM Campus Security Department 
for the purpose of law enforcement are subject to the Minnesota Data Privacy Act. 
B. Educational records maintained by the MSUM Campus Security Department are 
maintained separately from law enforcement records. 
C. There is a fee for copying records. 
VI. Annual Notice 
MSUM gives annual notice of the following to students attending the University: 
A. Rights guaranteed under the Family Educational Rights and Privacy Act of 1974 and this 
policy; 
B. Locations where copies of this policy may be obtained; and 
C. The right to file a complaint regarding a violation of FERPA with Family Policy and 
Regulations Office, U.S. Department of Education, Washington, DC 20202. The 
complaint must contain specific allegations of fact giving reasonable cause to believe that 
a violation of the Act has occurred. The U.S. DOE will investigate each timely complaint 
to determine if the institution has failed to comply with the provisions of FERP A. 
D. The Vice President of Student Affairs shall be responsible for ensuring that notification is 
published annually in the student newspaper and in the current Student Policy Handbook. 
[Revised 5/27 /97] 
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F A X  M A C H I N E S  
S e v e r a l  F A X  m a c h i n e s  a r e  a v a i l a b l e  t h r o u g h o u t  t h e  c a m p u s .  T h e  F A X  m a c h i n e  i n  t h e  O w e n s  
H a l l  P o s t  O f f i c e  i s  f o r  g e n e r a l  c a m p u s  u s e .  I n  o r d e r  t o  s e n d  a  f a x ,  a  c o v e r  s h e e t  m u s t  b e  
c o m p l e t e d  a n d  t h e  p r o p e r  t e l e p h o n e  a c c e s s  c o d e  m u s t  b e  p r o v i d e d  t o  t h e  p o s t  o f f i c e  s t a f f .  
I n c o m i n g  f a x  m e s s a g e s  a r e  p l a c e d  i n  t h e  a p p r o p r i a t e  p o s t  o f f i c e  b o x  a n d  c a n  b e  p i c k e d  u p  w i t h  
t h e  m a i l .  P o s t  O f f i c e ,  O w e n s  1 0 2 ,  p h o n e  2 3 6 - 2 8 8 5 .  [ M & C  5 1 1 5 / 9 2 ]  
F I N A N C I A L  P R O C E D U R E S  
C o n t r a c t s  a n d  L e a s e s  
M S U M  c o n t r a c t u a l  o b l i g a t i o n s  m u s t  c o n f o r m  t o  s t a t e  a n d  f e d e r a l  l a w .  O n l y  a u t h o r i z e d  p e r s o n n e l  
m a y  s i g n  c o n t r a c t s  o b l i g a t i n g  t h e  i n s t i t u t i o n .  
E m p l o y e e s  e n t e r i n g  i n t o  c o n t r a c t s  i n  t h e  n a m e  o f  t h e  u n i v e r s i t y  a n d / o r  s t a t e  a r e  l e g a l l y  l i a b l e  f o r .  
r e s u l t i n g  o b l i g a t i o n s  w h e n  s u c h  c o n t r a c t s  a r e  n o t  e n c u m b e r e d  a n d  a p p r o v e d  b y  a u t h o r i z e d  
a d m i n i s t r a t i v e  p e r s o n n e l .  F u r t h e r ,  M i n n e s o t a  S t a t u t e s  C h a p t e r  1 6 A . 1 5  S u b d .  3 ,  p r o v i d e s  t h a t  
e n t e r i n g  i n t o  s u c h  u n a u t h o r i z e d  c o n t r a c t  o r  c o m m i t m e n t s  m a y  r e s u l t  i n  d i s m i s s a l .  E m p l o y e e s  
w h o  a r e  i n v o l v e d  i n  a c t i v i t i e s  w h i c h  w i l l  r e q u i r e  a  c o n t r a c t  o r  i n s u r a n c e  s h o u l d  c h e c k  t h e  
r e q u i r e m e n t s  w i t h  t h e  B u s i n e s s  O f f i c e ,  O w e n s  1 0 6 .  
P r o c e s s i n g  o f  c o n t r a c t s  t a k e s  a t  l e a s t  t w o  m o n t h s  a n d  r e q u i r e s  f i n a l  a p p r o v a l  b y  t h e  M i n n e s o t a  
A t t o r n e y  G e n e r a l ' s  O f f i c e  a n d  t h e  C o m m i s s i o n e r  o f  F i n a n c e .  M S U M  p e r s o n n e l  d e l e g a t e d  a s  
a u t h o r i z e d  t o  s i g n  c o n t r a c t s  o n  b e h a l f  o f  t h e  U n i v e r s i t y  a r e  a s  f o l l o w s :  
T y p e  o f  C o n t r a c t :  
P r o f e s s i o n a l ,  t e c h n i c a l  s e r v i c e s ,  p r o p e r t y  
l e a s e s ,  e q u i p m e n t  l e a s e s ,  m i s c .  s e r v i c e  
M S U M  A p p r o v a l  S i g n a t u r e :  
P r e s i d e n t ,  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  
A f f a i r s ,  B u s i n e s s  M a n a g e r ,  A c c o u n t i n g  
O f f i c e r s  
A d d i t i o n a l  i n f o r m a t i o n  o n  c o n t r a c t s  i s  a v a i l a b l e  i n  t h e  B u s i n e s s  O f f i c e ,  O w e n s  1 0 6 .  
D e p o s i t  R e q u i r e m e n t s  
A l l  f u n d s  r e c e i v e d  t o  s u p p o r t  u n i v e r s i t y  p r o g r a m s ,  w h e t h e r  g a t e  r e c e i p t s ,  c o n c e s s i o n  s a l e s ,  
d o n a t i o n s ,  a c c o u n t s  r e c e i v a b l e  p a y m e n t s  o r  o t h e r  r e v e n u e ,  m u s t  b e  d e p o s i t e d  i n  a c c o u n t s  
e s t a b l i s h e d  w i t h  t h e  u n i v e r s i t y  ( s e e  S U B  I n t e r n a l  R u l e  6 0 1  o n  U n i v e r s i t y  A c t i v i t y  F u n d s ,  M . S .  
1 3 6 . 1 1 ) .  D e p o s i t s  w i t h  t h e  u n i v e r s i t y  c a s h i e r  m u s t  b e  m a d e  d a i l y  i f  t h e  a c c o u n t  c o l l e c t e d  i s  m o r e  
t h a n  $ 2 5 .  T h e  c a s h i e r ' s  w i n d o w  i n  l o c a t e d  i n  O w e n s ;  h o u r s  a r e  8 : 4 5  a . m .  t o  4 : 0 0 p . m . ,  M o n d a y  
t h r o u g h  F r i d a y .  U n d e r  n o  c i r c u m s t a n c e s  m a y  c a s h  r e m a i n  w i t h i n  a  d e p a r t m e n t  f o r  m o r e  t h a n  o n e  
w e e k .  
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Payroll 
The State divides the year into 26 equal pay periods. Each pay period covers a two week span 
starting on a Wednesday and ending on a Tuesday. Paychecks or direct deposit advice are 
distributed to employees at their home address on Fridays, 10 days after the pay period ends. This 
10-day delay is needed to process and distribute paychecks for the State's 40,000 employees. 
The State of Minnesota_ requires that all new employees must sign up for full ( 100%) direct 
deposit. Exception to this statute may be granted only upon written objection from the 
employees. Direct deposit can be set up for checking, savings, or a combination of both. 
Processing normally takes about 45 days for a direct deposit to be set up or changed. Payroll 
questions can be directed to the Payroll Office, Owens 214, phone 236-2222 or 236-2223. 
[Minnesota Statute 177.23, Subd. 4] 
FUND-RAISING POLICY 
Any fund-raising project must be outlined and submitted to the MSUM Alumni Foundation 
Office (Owens 202) three months prior to the project's starting date. Outlines should include: 
1. Basic purpose of project 
2. Type of solicitation to be used 
3. Who will be responsible for soliciting 
4. Project estimated timetable 
5. Expected donor base to be selected (people or organizations you wish to solicit) 
Departments/organizations are expected to submit a complete list of solicitation results after 
project completion. [M&C 5/15/92] 
GIFTS TO THE UNIVERSITY 
Minnesota Statutes and State University policy provide authority for the acceptance of gifts to the 
university. The Gift Acceptance Reporting form, available in the Office of Administrative 
Affairs, must be completed and returned to that office. Administrative Affairs, Owens 208, 
phone 236-2156. [M&C 5/15/92] 
HAZARDOUS WASTE 
Notify the Physical Plant office if it is suspected that hazardous materials are accumulating or 
have been inadequately stored. Specific definitions exist for hazardous waste but generally are 
those things that are toxic, irritative, corrosive, flammable, oxidative or explosive. A disposal 
procedure is in place for the removal of hazardous waste. Contact the Physical Plant Office, 
Alan Breuer, phone 236-2998. [M&C 5115/92] 
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H O L I D A Y S  
D e s i g n a t e d  h o l i d a y s  o r  d a y s  o n  w h i c h  d u t i e s  a r e  n o t  t o  b e  s c h e d u l e d  a r e  s t i p u l a t e d  i n  t h e  
I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  1 0 ,  S e c t i o n  D ,  S u b d . l  a n d  t h e  M S U A A S F / M n S C U  A g r e e m e n t ,  
A r t i c l e  1 7 .  B o t h  c o n t r a c t s  i n c l u d e  t h e  f o l l o w i n g  f i x e d  h o l i d a y s :  N e w  Y e a r ' s  D a y ,  M a r t i n  L u t h e r  
K i n g  D a y ,  M e m o r i a l  D a y ,  L a b o r  D a y ,  T h a n k s g i v i n g  D a y ,  t h e  d a y  a f t e r  T h a n k s g i v i n g ,  C h r i s t m a s  
E v e  D a y  ( o r  t h e  w o r k  d a y  i m m e d i a t e l y  p r e c e d i n g  C h r i s t m a s  D a y ) ,  a n d  C h r i s t m a s  D a y .  I n  
a d d i t i o n ,  t h e  M S U A A S F / M n S C U  A g r e e m e n t  i n c l u d e s  I n d e p e n d e n c e  D a y .  B o t h  a g r e e m e n t s  
i n c l u d e  V e t e r a n s  D a y  a n d  P r e s i d e n t ' s  D a y  w h i c h  m a y ,  t h r o u g h  m e e t  a n d  c o n f e r ,  b e  d e s i g n a t e d  a t  
o t h e r  t i m e s .  T h e  I F O / M n S C U  A g r e e m e n t  i n c l u d e s  C o l u m b u s  D a y  i n  t h i s  s a m e  c a t e g o r y .  
I D C A R D S  
D r a g o n  c a r d s  a r e  p r o d u c e d  a t  t h e  D r a g o n  C a r d  O f f i c e  i n  L I  2 0 3 A  a t  n o  c o s t  t o  t h e  f a c u l t y  
m e m b e r .  T h e  b a r c o d e  o n  t h e  c a r d  i s  u s e d  f o r  c h e c k i n g  o u t  m a t e r i a l s  i n  t h e  L i b r a r y .  A n o t h e r  u s e  
i s  f o r  m e a l  p l a n s  ( b o t h  i n  K i s e  C o m m o n s  a n d  t h e  C M U  d i n i n g  l o c a t i o n s ) .  T h e  c a r d  i s  u s e d  t o  
g a i n  a c c e s s  t o  a c a d e m i c  b u i l d i n g s  a f t e r  h o u r s .  C o n t a c t  t h e  A d m i n i s t r a t i v e  A f f a i r s  O f f i c e  i n  
O w e n s  H a l l  i f  y o u  n e e d  t o  a c c e s s  b u i l d i n g s  a f t e r  h o u r s .  I t  i s  a l s o  u s e f u l  a s  l o c a l  i d e n t i f i c a t i o n  
a n d  i s  o f t e n  r e q u i r e d  t o  o b t a i n  g o v e r n m e n t  r a t e s  a t  m o t e l s  w h e n  t r a v e l i n g .  F o r  m o r e  i n f o r m a t i o n  
c o n t a c t  t h e  D r a g o n  C a r d  O f f i c e ,  p h o n e  2 3 6 - 2 6 0 3 .  
I N S T I T U T I O N A L  A N I M A L  C A R E  A N D  U S E  
M S U M  A n i m a l  C a r e  a n d  U s e  P o l i c y  s t a t e s  t h a t  a p p r o v e d  p r o t o c o l s  a r e  r e q u i r e d  f o r  c a r e  a n d  u s e  
a n d  u s e  o f  a l l  v e r t e b r a t e  a n i m a l s  o n  c a m p u s  a n d  i t s  s a t e l l i t e  f a c i l i t i e s .  C o n s u l t  t h e  c h a i r  o f  t h e  
I n s t i t u t i o n a l  A n i m a l  C a r e  a n d  U s e  C o m m i t t e e  ( I A C U C )  f o r  f u r t h e r  i n f o r m a t i o n .  
H U M A N S U B J E C T S A P P R O V A L - S U R V E Y S  
T h e  p r o c e s s  o f  g i v i n g  s u r v e y s  a c t u a l l y  c o n s t i t u t e s  r e s e a r c h  o n  h u m a n  s u b j e c t s .  F o r  t h o s e  
p l a n n i n g  a  s u r v e y ,  t h e y  a r e  u r g e d  t o  p r o v i d e  a  c o p y  t o  t h e  A s s e s s m e n t  C o o r d i n a t o r ,  D r .  W i l l i e  
H a l l f o r d .  H e  w i l l  b e  h a p p y  t o  p r o v i d e  s u g g e s t i o n s  o n  v a l i d i t y  a n d  r e l i a b i l i t y .  S u r v e y s  t h a t  a r e  
a n o n y m o u s  a n d  d o  n o t  d e a l  w i t h  i n v a s i v e  i n f o r m a t i o n  a b o u t  t h e  i n d i v i d u a l s  b e i n g  s u r v e y e d  
p r e s e n t  l i t t l e  l i k e l i h o o d  o f  h a r m  t o  t h e  r e s p o n d e n t s ,  h o w e v e r ,  i f  a n y  o f  t h e  q u e s t i o n s  a s k  
r e s p o n d e n t s  a b o u t  i n t i m a t e  d e t a i l s  r e g a r d i n g  t h e m s e l v e s  o r  t h e i r  f a m i l i e s  o r  o t h e r s ,  t h e  s u r v e y  
m u s t  b e  a p p r o v e d  b y  t h e  I R B  p r i o r  t o  a d m i n i s t r a t i o n .  C o n t a c t  t h e  D i r e c t o r  o f  G r a d u a t e  S t u d i e s  
f o r  m o r e  i n f o r m a t i o n .  
I N S T I T U T I O N A L  R E S E A R C H  B O A R D  ( I R B )  
T h e  I n s t i t u t i o n a l  R e s e a r c h  B o a r d  ( I R B )  i s  c h a r g e d  t o  e n s u r e  c o m p l i a n c e  w i t h  f e d e r a l  r e g u l a t i o n s  
e s t a b l i s h e d  t o  p r o t e c t  h u m a n  s u b j e c t s '  p a r t i c i p a t i o n  i n  r e s e a r c h  a c t i v i t i e s .  A n  i n v e s t i g a t o r  o f  a n y  
k i n d  o f  r e s e a r c h  a c t i v i t y ,  i n c l u d i n g  d e p a r t m e n t a l  s u r v e y s ,  u n d e r g r a d u a t e  p r o j e c t s ,  o r  s i m i l a r  
a c t i v i t i e s ,  t h a t  i n v o l v e  t h e  u s e  o f  h u m a n  s u b j e c t s  m u s t  o b t a i n  a p p r o v a l  o f  t h e  I R B .  C o n t a c t  t h e  
D i r e c t o r  o f  G r a d u a t e  S t u d i e s .  
Administrative Policies and Procedures 31 
INVENTORY 
Fixed asset inventory lists are maintained in the Business Office and are updated as new 
equipment arrives. Inventory Control , Owens 106, phone 236-2059. [M&C 5/15/92] 
KEYS 
Faculty and staff can obtain building access cards and office keys with approval from their 
appropriate departmental head. The departmental secretary will help faculty obtain the necessary 
access and keys. When employees leave the university, they must return their keys to the Office 
of Administrative Affairs, Owens 209, phone 236-2675. 
LOST AND FOUND 
Items found around campus are sent either to the Exchange in the Student Union or to the 
Information Booth in Owens Hall. Keys are sent to the Office of Administrative Affairs , Owens 
209, phone 236-2675. [M&C 5/15/92] 
MAILING PROCEDURES 
Bundling the Mail 
Outgoing mail for each account number should be bundled with a rubber band with a completed 
mail record attached, before depositing. it to be metered. Put the flap up on each envelope and 
stack one envelope on top of another. If you choose to seal any enveiopes, they must be bundled 
separately from the unsealed ones for each department. Any items requiring special attention--
such as Airmail (including Canada and Mexico)--must be clearly labeled and placed at the front 
of a bundle to draw attention to them. Certified letters are metered at the MSUM Post Office and 
should be given directly to post office personnel. All manila envelopes must be sealed by you. 
Specify the class for any manila envelopes or packages, otherwise they will be posted with the 1st 
class rate. Place your account number near the upper left comer. Intra-campus mail should be 
deposited separately in the appropriate mailbox. Pre-stamped mail should also be deposited 
separately into the US mail box. Mail to be metered should be delivered to the MSUM Post 
Office by 1:30. 
Large mailings 
When planning large mailings, consider using 'bulk mail' (requires 200 identical pieces). 
Although it is economical, bulk mail requires a longer delivery time and undeliverable pieces are 
destroyed. Campus post office personnel can assist with preparation prior to the mail presort 
pickup. 
Express Mail 
Departmental mail is sent via Federal Express, with next day delivery guaranteed to most large 
cities. Express mail must be taken to the MSUM Post Office by 2:30 pm to schedule a pickup. 
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I n d i v i d u a l  e x p r e s s  m a i l  i s  s e n t  v i a  t h e  U S  P o s t  O f f i c e  e x p r e s s .  T h e  b a s i c  c h a r g e  i s  $ 1 2 . 2 5  f o r  u p  
t o  8  o z .  U s i n g  t h i s  s e r v i c e ,  i t  i s  p r e f e r r e d  t o  h a v e  t h e  e x p r e s s  t o  t h e  C a m p u s  P o s t  O f f i c e  b e f o r e  
n o o n .  P i c k u p  f r o m  t h e  M S U M  s i t e  d o e s  n o t  g u a r a n t e e  o v e r n i g h t  d e l i v e r y .  
U . S .  M a i l  i s  d e l i v e r e d  t o  t h e  p o s t  o f f i c e  o n c e  i n  t h e  m o r n i n g  a n d  p i c k e d  u p  f r o m  t h e  p o s t  o f f i c e  
a t  2 : 3 0 p . m .  e a c h  d a y .  
F o r  a d d i t i o n a l  i n f o r m a t i o n ,  p l e a s e  c o n t a c t  P o s t a l  S e r v i c e s  i n  F l o r a  F r i c k ,  p h o n e  2 3 6 - 2 8 8 5 .  
M A P S  
C u r r e n t  v e r s i o n s  o f  t h e  c a m p u s  m a p  a r e  a v a i l a b l e  f r o m  t h e  U n i v e r s i t y  P r i n t i n g  S e r v i c e s  f o r  u s e  i n  
p u b l i c a t i o n s .  P r i n t e d  m a p s  c a n  b e  o b t a i n e d  t h r o u g h  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  
2 0 8 ,  p h o n e  2 3 6 - 2 1 5 6 .  [ M & C  5 / 1 5 / 9 2 ]  
M E D I C A L  E X C U S E S  F O R  S T U D E N T S  
W r i t t e n  m e d i c a l  e x c u s e s  w i l l  n o t  b e  g i v e n  t o  s t u d e n t s  w h o  a r e  s e e n  a t  t h e  H e n d r i x  H e a l t h  C e n t e r  
u n l e s s  t h e y  a r e  h o s p i t a l i z e d  o r  a d v i s e d  t o  g o  h o m e  f o r  a n  e x t e n d e d  p e r i o d  o f  t i m e .  I n  t h o s e  
i n s t a n c e s ,  w i t h  t h e  p e r m i s s i o n  o f  t h e  s t u d e n t ,  t h e  H e a l t h  C e n t e r  w i l l  n o t i f y  i n s t r u c t o r s  b y  
t e l e p h o n e  a n d  m a i l .  S t u d e n t s  w h o  a r e  i l l  a r e  a d v i s e d  b y  H e a l t h  C e n t e r  s t a f f  t o  s p e a k  d i r e c t l y  w i t h  
t h e i r  i n s t r u c t o r s  r e g a r d i n g  t h e i r  i l l n e s s / c o n d i t i o n .  [ M & C  5 / 1 5 / 9 2 ]  
N O N D I S C R I M I N A T I O N / A F F I R M A T I V E  A C T I O N  
( M n S C U  B o a r d  o f  T r u s t e e s  P o l i c y  1 B  . 1 )  
S t a t e m e n t  o f  C o m m i t m e n t :  
M S U M  r e c o g n i z e s  i t s  r e s p o n s i b i l i t y  a n d  o b l i g a t i o n  t o  p r o v i d e  e q u a l  e d u c a t i o n  a n d  e m p l o y m e n t  
o p p o r t u n i t i e s  t o  a l l  p e r s o n s  i n  a c c o r d a n c e  w i t h  e s t a b l i s h e d  l a w s  a n d  p o l i c i e s .  T h r o u g h  a  
c o n t i n u i n g  a f f i r m a t i v e  a c t i o n  p r o g r a m ,  t h e  U n i v e r s i t y  i s  c o m m i t t e d  t o  t a k i n g  s t e p s  t o  e n s u r e  
n o n d i s c r i m i n a t i o n  a n d  o v e r c o m e  b a r r i e r s  t h a t  i m p e d e  e q u a l i t y  o f  o p p o r t u n i t y .  A l l  m e m b e r s  o f  
t h e  U n i v e r s i t y  a r e  a s k e d  t o  w o r k  t o g e t h e r  t o  a c h i e v e  t h a t  e n d .  T h e  S y s t e m ' s  N o n d i s c r i m i n a t i o n  
a n d  A f f i r m a t i v e  A c t i o n  p o l i c i e s  a r e  f o u n d  e l s e w h e r e  i n  t h i s  c h a p t e r .  
A f f i r m a t i v e  A c t i o n / T i t l e  I X  O f f i c e r  
T h e  A f f i r m a t i v e  A c t i o n / T i t l e  I X  O f f i c e r ,  i n  c o n j u n c t i o n  w i t h  t h e  E q u a l  O p p o r t u n i t y  O f f i c e r  a n d  
t h e  U n i v e r s i t y  A f f i r m a t i v e  A c t i o n  C o m m i t t e e ,  p r o v i d e s  o n g o i n g  a d m i n i s t r a t i o n  o f  t h e  A A I E E O  
p r o g r a m s  a n d  p o l i c i e s .  D u t i e s  i n c l u d e  t h e  p r e p a r a t i o n  o f  r e p o r t s  o n  A A I E E O  e f f o r t s  a n d  
a c c o m p l i s h m e n t s ,  t h e  c o o r d i n a t i o n  o f  t r a i n i n g  a n d  e d u c a t i o n  p r o g r a m s ,  t h e  m o n i t o r i n g  o f  t h e  
s e a r c h  a n d  s e l e c t i o n  p r o c e s s  f o r  a l l  u n c l a s s i f i e d  p o s i t i o n s  i n  a c c o r d a n c e  w i t h  e s t a b l i s h e d  
r e c r u i t m e n t  a n d  h i r i n g  p r o c e d u r e s ,  a n d  e n s u r i n g  c o m p l i a n c e  w i t h  F e d e r a l ,  S t a t e ,  a n d  M n S C U  
l a w s ,  r e g u l a t i o n s ,  a n d  p o l i c i e s .  C o m p l a i n t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  a r e  a l s o  f i l e d  w i t h  t h e  
A f f i r m a t i v e  A c t i o n / T i t l e  I X  O f f i c e r ,  i n  a c c o r d a n c e  w i t h  M n S C U  p r o c e d u r e s ,  p h o n e  2 3 6 - 2 2 2 9  
( V o i c e ) ,  O w e n s  2 1 4 B .  
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Equal Opportunity Officer 
The Equal Opportunity Officer is responsible for the overall implementation and administration 
of the AA/EEO programs and policies at MSUM, and serves on the Affirmative Action 
Committee. The Vice President for Academic Affairs serves as the Equal Opportunity Officer, 
phone 236-2765 (Voice), Owens 205. 
Affirmative Action Committee 
The MSUM Affirmative Action Committee, in conjunction with the Affirmative Actionffitle IX 
Office and the Equal Opportunity Officer, is responsible for making recommendations to the 
president concerning Affirmative AA/EEO policy and assisting in the development and 
implementation of Affirmative Action programs, policies and procedures at MSUM. Committee 
members are appointed by the president. Phone 236-2229 (Voice) for additional information. 
NONDISCRIMINATION IN EMPLOYMENT AND EDUCATION OPPORTUNITY 
(MnSCU Board of Trustees Policy lB.l) 
Minnesota State Colleges and Universities is committed to a policy of nondiscrimination in 
employment and education opportunity. No person shall be discriminated against in the terms 
and conditions of employment, personnel practices, or access to and participation in, programs, 
services, and activities with regard to race, sex, color, creed, religion, age, national origin, ' 
disability, marital status, status with regard to public assistance, sexual orientation, or 
membership or activity in a local commission as defined by law. 
Harassment of an individual or group on the basis of race, sex, color, creed, religion, age, 
national origin, disability, marital status, status with regard to public assistance, sexual 
orientation, or membership or activity in a local commission has no place in a learning or work 
environment and is prohibited. Sexual violence has no place in a learning or work environment. 
Further, the Minnesota State Colleges and Universities shall work to eliminate violence in all 
forms . Physical contact by designated system, college, and university staff members may be 
appropriate if necessary to avoid physical harm to persons or property. 
This policy is directed at verbal and physical conduct that constitutes discrimination/harassment 
under state and federal law and is not directed at the content of speech. In cases in which verbal 
statements and other forms of expression are involved, MnSCU will give due consideration to an 
individual ' s constitutionally protected right to free speech and academic freedom. The system 
office, colleges, and universities shall develop and implement a complaint process to review 
complaints of discrimination/harassment or sexual violence. This policy supersedes all existing 
system, college, and university non-discrimination policies. 
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R a c i a l  D i s c r i m i n a t i o n / H a r a s s m e n t  
P a r t  1 .  D e f i n i t i o n s  
S u b p a r t  A .  R a c i a l  d i s c r i m i n a t i o n  i s  p r o h i b i t e d  b y  s t a t e  a n d  f e d e r a l  l a w .  R a c i a l  d i s c r i m i n a t i o n  i s  
d e f i n e d  a s  c o n d u c t  t h a t  i s  d i r e c t e d  a t  a n  i n d i v i d u a l  b e c a u s e  o f  h i s / h e r  r a c e ,  c o l o r ,  o r  n a t i o n a l  
o r i g i n  o r  t h a t  o f  h i s / h e r  s p o u s e  a n d  t h a t  s u b j e c t s  t h e  i n d i v i d u a l  t o  d i f f e r e n t  t r e a t m e n t  b y  a g e n t s  o r  
e m p l o y e e s  s o  a s  t o  i n t e r f e r e  w i t h  o r  l i m i t  t h e  a b i l i t y  o f  t h e  i n d i v i d u a l  t o  p a r t i c i p a t e  i n ,  o r  b e n e f i t  
f r o m ,  t h e  s e r v i c e s ,  a c t i v i t i e s ,  o r  p r i v i l e g e s  p r o v i d e d  b y  t h e  s y s t e m  o r  c o l l e g e s  a n d  u n i v e r s i t i e s  o r  
o t h e r w i s e  a d v e r s e l y  a f f e c t s  t h e  i n d i v i d u a l ' s  e m p l o y m e n t  o r  e d u c a t i o n .  
S u b p a r t  B .  R a c i a l  h a r a s s m e n t  i s  a  f o r m  o f  r a c e  d i s c r i m i n a t i o n  w h i c h  i s  p r o h i b i t e d  b y  s t a t e  a n d  
f e d e r a l  l a w .  R a c i a l  h a r a s s m e n t  i s  d e f i n e d  a s  v e r b a l  o r  p h y s i c a l  c o n d u c t  t h a t  i s  d i r e c t e d  a t  a n  
i n d i v i d u a l  b e c a u s e  o f  h i s / h e r  r a c e ,  c o l o r ,  o r  n a t i o n a l  o r i g i n  o r  t h a t  o f  h i s / h e r  s p o u s e  a n d  t h a t  i s  
s u f f i c i e n t l y  s e v e r e ,  p e r v a s i v e ,  o r  p e r s i s t e n t  s o  a s  t o  h a v e  t h e  p u r p o s e  o r  e f f e c t  o f  c r e a t i n g  a  
h o s t i l e  w o r k  o r  e d u c a t i o n a l  e n v i r o n m e n t .  R a c i a l  h a r a s s m e n t  m a y  o c c u r  i n  a  v a r i e t y  o f  
r e l a t i o n s h i p s ,  i n c l u d i n g  f a c u l t y  a n d  s t u d e n t ,  s u p e r v i s o r  a n d  e m p l o y e e ,  s t u d e n t  a n d  s t u d e n t ,  s t a f f  
a n d  s t u d e n t ,  e m p l o y e e  a n d  e m p l o y e e ,  a n d  o t h e r  r e l a t i o n s h i p s  w i t h  o t h e r  p e r s o n s  h a v i n g  b u s i n e s s  
a t  o r  v i s i t i n g  t h e  e d u c a t i o n a l  e n v i r o n m e n t .  
S e x  D i s c r i m i n a t i o n / H a r a s s m e n t  a n d  V i o l e n c e  
P a r t  2 ,  D e f i n i t i o n s .  
S u b p a r t  A .  S e x  d i s c r i m i n a t i o n  i s  p r o h i b i t e d  b y  s t a t e  a n d  f e d e r a l  l a w .  S e x  d i s c r i m i n a t i o n  i s  
d e f i n e d  a s  c o n d u c t  t h a t  i s  d i r e c t e d  a t  a n  i n d i v i d u a l  b e c a u s e  o f  h i s / h e r  g e n d e r  o r  t h a t  o f  h i s / h e r  
s p o u s e  a n d  t h a t  s u b j e c t s  t h e  i n d i v i d u a l  t o  d i f f e r e n t  t r e a t m e n t  s o  a s  t o  i n t e r f e r e  w i t h  o r  l i m i t  t h e  
a b i l i t y  o f  t h e  i n d i v i d u a l  t o  p a r t i c i p a t e  i n ,  o r  b e n e f i t  f r o m ,  t h e  s e r v i c e s ,  a c t i v i t i e s ,  o r  p r i v i l e g e s  
p r o v i d e d  b y  t h e  s y s t e m  o r  c o l l e g e s  a n d  u n i v e r s i t i e s  o r  o t h e r w i s e  a d v e r s e l y  a f f e c t s  t h e  
i n d i v i d u a l ' s  e m p l o y m e n t  o r  e d u c a t i o n .  
S u b p a r t  B .  S e x u a l  h a r a s s m e n t  i s  a  f o r m  o f  s e x  d i s c r i m i n a t i o n  w h i c h  i s  p r o h i b i t e d  b y  s t a t e  a n d  
f e d e r a l  l a w .  S e x u a l  h a r a s s m e n t  i s  d e f i n e d  a s  u n w e l c o m e  s e x u a l  a d v a n c e s ,  r e q u e s t s  f o r  s e x u a l  
f a v o r s ,  s e x u a l l y  m o t i v a t e d  p h y s i c a l  c o n d u c t ,  a n d  o t h e r  v e r b a l  o r  p h y s i c a l  c o n d u c t  o f  a  s e x u a l  
n a t u r e  w h e n :  
1 .  S u b m i s s i o n  t o  s u c h  c o n d u c t  i s  m a d e  e i t h e r  e x p l i c i t l y  o r  i m p l i c i t l y  a  t e r m  o r  c o n d i t i o n  o f  a n  
i n d i v i d u a l ' s  e m p l o y m e n t  o r  e d u c a t i o n ,  e v a l u a t i o n  o f  a  s t u d e n t ' s  a c a d e m i c  p e r f o r m a n c e ,  o r  
t e r m  o r  c o n d i t i o n  o f  p a r t i c i p a t i o n  i n  s t u d e n t  a c t i v i t i e s  o r  i n  o t h e r  e v e n t s  s a n c t i o n e d  b y  t h e  
c o l l e g e  o r  u n i v e r s i t y ,  o r  
2 .  S u b m i s s i o n  t o  o r  r e j e c t i o n  o f  s u c h  c o n d u c t  b y  a n  i n d i v i d u a l  i s  u s e d  a s  t h e  b a s i s  f o r  
e m p l o y m e n t  o r  a c a d e m i c  d e c i s i o n s  o r  o t h e r  d e c i s i o n s  a b o u t  p a r t i c i p a t i o n  i n  s t u d e n t  a c t i v i t i e s  
o r  o t h e r  e v e n t s  o r  a c t i v i t i e s  s a n c t i o n e d  b y  t h e  c o l l e g e  o r  u n i v e r s i t y ,  o r  
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3. Such conduct has the purpose or effect of threatening an individual's employment; interfering 
with an individual's work or academic performance; or creating an intimidating, hostile, or 
offensive work or educational environment. 
Sexual harassment may occur in a variety of relationships, including faculty and student, 
supervisor and employee, student to student, employee to employee, and other persons having 
business with or visiting the educational environment. Sexual harassment may occur when it is 
directed at members of the opposite gender or when it is directed at members of the same gender. 
It includes, but is not limited to: 
unwelcome pressure for sexual activity; 
unwelcome, sexually motivated or inappropriate patting, pinching, or physical contact; 
physical contact may be appropriate, if necessary, to restrain individuals to avoid physical 
harm to persons or property; 
demands for sexual favors or promises of preferential treatment with regard to an 
individual's employment or educational status, or 
unwelcome behavior or words of a sexual nature directed at an individual because of 
gender. 
Subpart C. Sexual Violence: Acts of sexual violence are criminal behaviors and create an 
environment cmitrary to the goals and missions of the system and colleges and universities . Acts 
of sexual violence include: 
1. Forcible acts, which include non-consensual sexual contact, and/or sexual contact in which 
the victim is incapable of giving consent (such as when the complainant is under the 
influence of alcohol or drugs); 
2. Nonforcible sex acts such as incest and statutory rape; and 
3. The threat of an act of sexual violence. Sexual violence may include, but is not limited to: 
touching, patting, grabbing, or pinching another person's intimate parts, whether 
that person is of the same sex or the opposite sex; 
coercing, forcing, or attempting to coerce or force the touching of anyone's 
intimate parts; 
coercing, forcing, or attempting to coerce or force sexual intercourse or a sexual 
act on another; or 
threatening to force or coerce sexual acts, including the touching of intimate parts 
or intercourse, on another. 
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A d m i n i s t r a t i v e  P o l i c i e s  a n d  P r o c e d u r e s  
S u b p a r t  D .  S e x u a l  h a r a s s m e n t  a n d  v i o l e n c e  a s  s e x u a l  a b u s e .  U n d e r  c e r t a i n  c i r c u m s t a n c e s ,  
s e x u a l  h a r a s s m e n t  o r  v i o l e n c e  m a y  c o n s t i t u t e  s e x u a l  a b u s e  a c c o r d i n g  t o  M i n n e s o t a  J a w .  I n  s u c h  
s i t u a t i o n s ,  t h e  s y s t e m  o f f i c e  a n d  c o l l e g e s  a n d  u n i v e r s i t i e s  s h a l l  c o m p l y  w i t h  t h e  r e p o r t i n g  
r e q u i r e m e n t s  i n  M . S .  S e c t i o n  6 2 6 . 5 5 6  ( r e p o r t i n g  o f  m a l t r e a t m e n t  o f  m i n o r s )  a n d  M . S .  S e c t i o n  
6 2 6 . 5 5 7  ( V u l n e r a b l e  A d u l t  P r o t e c t i o n  A c t ) .  N o t h i n g  i n  t h i s  p o l i c y  w i l l  p r o h i b i t  t h e  s y s t e m  o f f i c e  
o r  a n y  c o l l e g e  o r  u n i v e r s i t y  f r o m  t a k i n g  i m m e d i a t e  a c t i o n  t o  p r o t e c t  v i c t i m s  o f  a l l e g e d  s e x u a l  
a b u s e .  
S u b p a r t  E .  N o n - c o n s e n s u a l  R e l a t i o n s h i p s .  S u b s t a n t i a l  r i s k s  a r e  i n v o l v e d  e v e n  i n  s e e m i n g l y  
c o n s e n s u a l  r o m a n t i c / s e x u a l  r e l a t i o n s h i p s  w h e r e  a  p o w e r  d i f f e r e n t i a l  e x i s t s  b e t w e e n  t h e  i n v o l v e d  
p a r t i e s .  T h e  r e s p e c t  a n d  t r u s t  a c c o r d e d  a  f a c u l t y  m e m b e r  o r  o t h e r  e m p l o y e e  b y  a  s t u d e n t ,  a s  w e l l  
a s  t h e  p o w e r  e x e r c i s e d  b y  f a c u l t y  i n  g i v i n g  g r a d e s ,  a d v i c e ,  p r a i s e ,  r e c o m m e n d a t i o n s ,  
o p p o r t u n i t i e s  f o r  f u r t h e r  s t u d y  o r  o t h e r  f o r m s  o f  a d v a n c e m e n t  m a y  g r e a t l y  d i m i n i s h  t h e  s t u d e n t ' s  
a c t u a l  f r e e d o m  o f  c h o i c e  c o n c e r n i n g  t h e  r e l a t i o n s h i p .  S i m i l a r l y ,  t h e  a u t h o r i t y  o f  t h e  s u p e r v i s o r  t o  
h i r e ,  f i r e ,  e v a l u a t e  p e r f o r m a n c e ,  r e w a r d ,  m a k e  r e c o m m e n d a t i o n s ,  a s s i g n  a n d  o v e r s e e  t h e  w o r k  
a c t i v i t i e s  o f  e m p l o y e e s  m a y  i n t e r f e r e  w i t h  t h e  e m p l o y e e ' s  a b i l i t y  t o  c h o o s e  f r e e l y  i n  t h e  
r e l a t i o n s h i p .  F u r t h e r ,  i t  i s  i n h e r e n t l y  r i s k y  w h e r e  a g e ,  b a c k g r o u n d ,  s t a t u r e ,  c r e d e n t i a l s  o r  o t h e r  
c h a r a c t e r i s t i c s  c o n t r i b u t e  t o  t h e  p e r c e p t i o n  t h a t  a  p o w e r  d i f f e r e n t i a l  e x i s t s  b e t w e e n  t h e  i n v o l v e d  
p a r t i e s  w h i c h  l i m i t s  t h e  s t u d e n t  o r  e m p l o y e e ' s  a b i l i t y  t o  m a k e  i n f o r m e d  c h o i c e s  a b o u t  t h e  
r e l a t i o n s h i p .  
C l a i m s  o f  a  c o n s e n s u a l  r o m a n t i c / s e x u a l  r e l a t i o n s h i p  w i l l  n o t  p r o t e c t  i n d i v i d u a l s  f r o m  s e x u a l  
h a r a s s m e n t  c h a r g e s  n o r  g u a r a n t e e  a  s u c c e s s f u l  d e f e n s e  i f  c h a r g e s  a r e  m a d e .  I t  i s  t h e  f a c u l t y  
m e m b e r ,  s u p e r v i s o r  o r  s t a f f  w h o  w i l l  b e a r  t h e  b u r d e n . o f  a c c o u n t a b i i i t y  b e c a u s e  o f  h i s / h e r  s p e c i a l  
p o w e r  a n d  r e s p o n s i b i l i t y ,  a n d  i t  m a y  b e  e x c e e d i n g l y  d i f f i c u l t  t o  u s e  m u t u a l  c o n s e n t  a s  a  d e f e n s e .  
T h e r e f o r e ,  a l l  e m p l o y e e s  s h o u l d  b e  a w a r e  o f  t h e  r i s k s  i n v o l v e d  i n  e n t e r i n g  i n t o  a  r o m a n t i c / s e x u a l  
r e l a t i o n s h i p  w h e r e  t h e r e  i s  a  s u p e r i o r / s u b o r d i n a t e  r e l a t i o n s h i p .  
S e x u a l  O r i e n t a t i o n  D i s c r i m i n a t i o n / H a r a s s m e n t  
P a r t  3 .  D e f i n i t i o n s .  
S u b p a r t  A .  S e x u a l  o r i e n t a t i o n  d i s c r i m i n a t i o n  i s  p r o h i b i t e d  b y  s t a t e  l a w .  S e x u a l  o r i e n t a t i o n  
d i s c r i m i n a t i o n  i s  d e f i n e d  a s  c o n d u c t  t h a t  i s  d i r e c t e d  a t  a n  i n d i v i d u a l  b e c a u s e  o f  h i s / h e r  s e x u a l  
o r i e n t a t i o n  a n d  t h a t  s u b j e c t s  t h e  i n d i v i d u a l  t o  d i f f e r e n t  t r e a t m e n t  b y  a g e n t s  o r  e m p l o y e e s  s o  a s  t o  
i n t e r f e r e  w i t h  o r  l i m i t  t h e  a b i l i t y  o f  t h e  i n d i v i d u a l  t o  p a r t i c i p a t e  i n ,  o r  b e n e f i t  f r o m ,  t h e  s e r v i c e s ,  
a c t i v i t i e s ,  o r  p r i v i l e g e s  p r o v i d e d  b y  t h e  s y s t e m ,  c o l l e g e s  a n d  u n i v e r s i t i e s  o r  o t h e r w i s e  a d v e r s e l y  
a f f e c t s  t h e  i n d i v i d u a l ' s  e m p l o y m e n t  o r  e d u c a t i o n .  
S u b p a r t  B .  S e x u a l  o r i e n t a t i o n  h a r a s s m e n t  i s  a  f o r m  o f  s e x u a l  o r i e n t a t i o n  d i s c r i m i n a t i o n  w h i c h  i s  
p r o h i b i t e d  b y  s t a t e  l a w .  S e x u a l  o r i e n t a t i o n  h a r a s s m e n t  i s  d e f i n e d  a s  v e r b a l  o r  p h y s i c a l  c o n d u c t  
t h a t  i s  d i r e c t e d  a t  a n  i n d i v i d u a l  b e c a u s e  o f  h i s / h e r  s e x u a l  o r i e n t a t i o n  a n d  t h a t  i s  s u f f i c i e n t l y  
s e v e r e ,  p e r v a s i v e  o r  p e r s i s t e n t  s o  a s  t o  h a v e  t h e  p u r p o s e  o r  e f f e c t  o f  c r e a t i n g  a  h o s t i l e  w o r k  o r  
e d u c a t i o n a l  e n v i r o n m e n t .  S e x u a l  o r i e n t a t i o n  h a r a s s m e n t  m a y  o c c u r  i n  a  v a r i e t y  o f  r e l a t i o n s h i p s ,  
i n c l u d i n g  f a c u l t y  a n d  s t u d e n t ,  s u p e r v i s o r  a n d  e m p l o y e e ,  s t u d e n t  a n d  s t u d e n t ,  s t a f f  a n d  s t u d e n t ,  
e m p l o y e e  a n d  e m p l o y e e ,  a n d  o t h e r  r e l a t i o n s h i p s  w i t h  o t h e r  p e r s o n s  h a v i n g  b u s i n e s s  a t  o r  v i s i t i n g  
t h e  e d u c a t i o n a l  e n v i r o n m e n t .  
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Disability Discrimination/Harassment 
Part 4. Definitions 
Subpart A. Disability discrimination is prohibited by state and federal law. Disability 
discrimination as defined by law is conduct that is directed at an individual because of 
his/her mental/physical disability or that of his/her spouse and that subjects the individual 
to different treatment by agents or employees without legitimate non-discriminatory reason 
so as to interfere with or limit the ability of the individual to participate in, or benefit from, 
the services, activities, or privileges provided by the system or colleges and universities or 
otherwise adversely affects the individual's employment or education. 
Subpart B. Disability harassment is a form discrimination which is prohibited by state and 
federal law. Disability harassment is defined as verbal or physical conduct that is directed 
at an individual because of his/her mental/physical disability or that of his/her spouse and 
that is sufficiently severe, pervasive, or persistent so as to have the purpose or effect of 
creating a hostile work or educational environment. Disability harassment may occur in a 
variety of relationships, including faculty and student, supervisor and employee, student 
and student, staff and student, employee and employee, and other relationships with other 
persons having business at or visiting the educational environment. 
[MnSCU Board 12/20/95] 
DISCRIMINATION/HARASSlV!ENT COMPLAINT PROCEDURES 
(MnSCU System Procedure IB .l.l) 
Part 1. Purpose 
To further implement Minnesota State Colleges and Universities policies relating to non-
discrimination by providing a process through which individuals alleging violation of system 
non-discrimination policies may pursue a complaint. This includes allegations of race 
discrimination/harassment, sexual discrimination/sexual harassment, sexual violence, 
discrimination/harassment based on age, color, creed, national origin, religion, sexual orientation, 
marital status, status with regard to public assistance or membership in a local commission. 
Part 2. Definitions. 
Subpart A. Designated officer. A designated officer is an individual designated by the 
president of an institution to be primarily responsible for investigating reports and 
complaints of discrimination/harassment and sexual violence in accordance with this 
procedure. Designated officers must be identified by name, phone number and location 
and may include individuals in the affirmative action or equity office, the campus security 
office, the student affairs/student life office, academic or administrative offices of the 
system, college, or university. The president may designate other individuals to assume the 
role of the designated officer as deemed necessary. 
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A d m i n i s t r a t i v e  P o l i c i e s  a n d  P r o c e d u r e s  
S u b p a r t  B .  D e c i s i o n - m a k i n g  a u t h o r i t y .  A  d e c i s i o n - m a k i n g  a u t h o r i t y  i s  a n  i n d i v i d u a l  
d e s i g n a t e d  b y  t h e  p r e s i d e n t  o f  a n  i n s t i t u t i o n  t o  r e v i e w  i n v e s t i g a t i v e  r e p o r t s ,  t o  m a k e  
f i n d i n g s  w h e t h e r  t h e  d i s c r i m i n a t i o n / h a r a s s m e n t  a n d  s e x u a l  v i o l e n c e  p o l i c i e s  h a v e  b e e n  
v i o l a t e d  b a s e d  u p o n  t h e  i n v e s t i g a t i o n ,  a n d  t o  d e t e r m i n e  t h e  a p p r o p r i a t e  a c t i o n  f o r  t h e  
i n s t i t u t i o n  t o  t a k e  b a s e d  u p o n  t h e  f i n d i n g s .  T h e  d e c i s i o n - m a k i n g  a u t h o r i t y  d e s i g n a t e d  b y  
t h e  p r e s i d e n t  s h a l l  b e  a  u n i v e r s i t y / c o l l e g e  v i c e  p r e s i d e n t  o r  c o l l e g e  d e a n  w h o  r e p o r t s  
d i r e c t l y  t o  t h e  p r e s i d e n t .  T h e  p r e s i d e n t  m a y  d e s i g n a t e  o t h e r  i n d i v i d u a l s  t o  a s s u m e  t h e  r o l e  
o f  t h e  d e c i s i o n - m a k i n g  a u t h o r i t y  a s  d e e m e d  n e c e s s a r y .  
S u b p a r t  C .  A c a d e m i c  F r e e d o m .  T h e  s y s t e m ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  s h a l l  m a i n t a i n  
a n d  e n c o u r a g e  f u l l  f r e e d o m ,  w i t h i n  t h e  J a w ,  o f  i n q u i r y ,  t e a c h i n g ,  a n d  r e s e a r c h .  A c a d e m i c  
f r e e d o m  c o m e s  w i t h  a  r e s p o n s i b i l i t y  t h a t  a l l  m e m b e r s  o f  o u r  e d u c a t i o n  c o m m u n i t y  b e n e f i t  
f r o m  i t  w i t h o u t  i n t i m i d a t i o n ,  e x p l o i t a t i o n ,  o r  c o e r c i o n .  I n  r e c o g n i t i o n  a n d  s u p p o r t  o f  
a c a d e m i c  f r e e d o m  f o r  f a c u l t y ,  s t u d e n t s ,  s t a f f  m e m b e r s ,  a n d  o t h e r  m e m b e r s  o f  t h e  s y s t e m ,  
c o l l e g e  a n d  u n i v e r s i t y  c o m m u n i t y ,  a c a d e m i c  f r e e d o m  s h a l l  b e  c o n s i d e r e d  i n  i n v e s t i g a t i n g  
a n d  r e v i e w i n g  c o m p l a i n t s  o f  d i s c r i m i n a t i o n  o r  h a r a s s m e n t .  H o w e v e r ,  r a i s i n g  i s s u e s  o f  
a c a d e m i c  f r e e d o m  w i l l  n o t  e x c u s e  d i s c r i m i n a t o r y / h a r a s s i n g  b e h a v i o r s  t h a t  c o n s t i t u t e  a  
v i o l a t i o n  o f  t h e  B o a r d ' s  n o n - d i s c r i m i n a t i o n  p o l i c y .  
P a r t  3 .  R e p o r t s  a n d  C o m p l a i n t s .  
A l l  c o m p l a i n t s  a n d  r e p o r t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  o r  s e x u a l  v i o l e n c e  w i l l  b e  p r o m p t l y  
i n v e s t i g a t e d  a n d  a p p r o p r i a t e  a c t i o r i  w i l l  b e  t a k e n  a s  e x p e d i t i o u s l y  a s  p o s s i b l e .  C o m p l a i n t s  a n c :  
r e p o r t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  o r  s e x u a l  v i o l e n c e  s h o u l d  b e  r e p o r t e d  a s  s o o n  a s  p o s s i b l e  
a f t e r  t h e  i n c i d e n t ( s )  i n  o r d e r  t o  b e  m o s t  e f f e c t i v e l y  i n v e s t i g a t e d .  T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  
u n i v e r s i t i e s  w i l l  m a k e  r e a s o n a b l e  e f f o r t s  t o  p r o t e c t  t h e  r i g h t s  o f  b o t h  t h e  c o m p l a i n a n t  a n d  
r e s p o n d e n t .  T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  w i l l  r e s p e c t  t h e  p r i v a c y  o f  t h e  
c o m p l a i n a n t ,  t h e  i n d i v i d u a l ( s )  a g a i n s t  w h o m  t h e  c o m p l a i n t  i s  f i l e d  ( r e s p o n d e n t ) ,  a n d  t h e  
w i t n e s s e s  i n  a  m a n n e r  c o n s i s t e n t  w i t h  t h e  s y s t e m ' s  a n d  c o l l e g e  o r  u n i v e r s i t y ' s  l e g a l  o b l i g a t i o n s  t o  
i n v e s t i g a t e ,  t o  t a k e  a p p r o p r i a t e  a c t i o n ,  a n d  t o  c o n f o r m  w i t h  a n y  d i s c o v e r y  o r  d i s c l o s u r e  
o b l i g a t i o n s .  
S u b p a r t  A .  D i s c r i m i n a t i o n / h a r a s s m e n t .  T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  
e n c o u r a g e  a n y  p e r s o n  w h o  f e e l s  h e  o r  s h e  h a s  b e e n  o r  i s  b e i n g  s u b j e c t e d  t o  
d i s c r i m i n a t i o n / h a r a s s m e n t  t o  r e p o r t  t h e  i n c i d e n t  t o  t h e  d e s i g n a t e d  o f f i c e .  A n y  s t u d e n t ,  
f a c u l t y  m e m b e r  o r  e m p l o y e e  w h o  k n o w s  o f ,  r e c e i v e s  i n f o r m a t i o n  a b o u t  o r  r e c e i v e s  a  
c o m p l a i n t  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  i s  u r g e d  t o  r e p o r t  t h e  i n f o r m a t i o n  o r  c o m p l a i n t  t o  
t h e  s y s t e m  o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  d e s i g n a t e d  o f f i c e .  A d m i n i s t r a t o r s  a n d  s u p e r v i s o r s  
m u s t  r e p o r t  i n c i d e n t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  t o  t h e  d e s i g n a t e d  o f f i c e  i n  a  t i m e l y  
m a n n e r .  
S u b p a r t  B .  S e x u a l  V i o l e n c e .  T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  e n c o u r a g e  a n y  
p e r s o n  w h o  h a s  q u e s t i o n s  a b o u t  o r  f e e l s  h e  o r  s h e  h a s  e x p e r i e n c e d  s e x u a l  v i o l e n c e  t o ,  
i n d i v i d u a l l y  o r  t h r o u g h  a n o t h e r  p e r s o n ,  s e e  t h e  d e s i g n a t e d  o f f i c e r  o r  o n e  o f  t h e s e  c o n t a c t  
p e o p l e  f o r  a s s i s t a n c e :  
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Designated Officer 
Barbara Seiler, Affirmative Action Officer 
Owens 214B 
236-2229 (Voice) 
Other Resource Persons 
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In addition to the designated officer, the following people are available to 
listen, answer your questions, and discuss your options. 
Kathy Scott, Associate Director of Student Development 
Comstock Memorial Union 222 
236-2174 (Voice) 
Mike Pehler, Director of Campus Security 
1616 91h Ave. S. 
299-5869 (Voice) 238-9525 (Cell) 
For TDD Communication, contact the Minnesota Relay Service at 1-800-627-3529. 
The system office, colleges, and universities encourage the reporting of any and all 
incidents of sexual violence to a law enforcement agency; and system colleges and 
universities will report incidents of sexual violence/assault as required by law. A verbal or 
written complaint of sexual violence may be made directly to the designated officer or to 
one of the contact people named above. Any student or employee who receives 
information about or a complaint of sexual violence is urged to notify the designated 
officer within two working days. If the complaint is against the designated officer, the 
verbal or written complaint may be made directly to the president or to the president' s 
designee, who will follow the procedures contained in this policy. If the complaint is 
against the president, the verbal or written complaint may be made to the chancellor who 
will follow the procedures contained in this policy. 
Part 4. Exclusive Representative Involvement. 
Employees covered by a collective bargaining agreement have the right to request union 
representation throughout the procedures outlined below. The Designated Officer must inform 
covered employees of this right. The employer recognizes the obligation of the union to, at the 
request of the member, represent those bargaining unit members bringing claims of 
discrimination or defending against allegations of discrimination. 
Nothing in this procedure is intended to expand, diminish, or alter in any manner whatsoever any 
right or remedy available under the collective bargaining agreement. In this regard, if resolution 
of a complaint is not reached, the issue of whether just cause exists for disciplinary action is 
subject to a grievance under the collective bargaining agreement through arbitration. The 
decision of the arbitrator, on just cause, shall be based upon evidence presented during 
arbitration. If an employee is disciplined under this complaint procedure and there is a 
subsequent arbitration, under a collective bargaining agreement, the arbitrator shall consider 
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e v i d e n c e  o f f e r e d  a n d  a c c e p t e d  o n  i t s  o w n  s t r e n g t h .  T h e  a r b i t r a t i o n  i s  n o t  a n  a p p e a l  f r o m  t h e  
d e c i s i o n  i n  t h e  c o m p l a i n t  p r o c e d u r e ,  b u t  i s  a  n e w  p r o c e e d i n g  i n  w h i c h  t h e  p a r t i e s  a r e  f r e e  t o  o f f e r  
e v i d e n c e  a n d  o b j e c t i o n s  o n  t r a d i t i o n a l  e v i d e n t i a r y  g r o u n d s .  
P a r t  5 .  S y s t e m  O f f i c e .  
C o m p l a i n t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  a n d  s e x u a l  v i o l e n c e  a r i s i n g  w i t h i n  t h e  s y s t e m  o f f i c e  
s h a l l  b e  g o v e r n e d  b y  t h i s  c o m p l a i n t  p r o c e s s .  F o r  c o m p l a i n t s  w h i c h  i n v o l v e  a l l e g a t i o n s  a g a i n s t  
s y s t e m  o f f i c e  e m p l o y e e s ,  t h e  r e s p o n s i b i l i t i e s  i d e n t i f i e d  i n  t h i s  p r o c e s s  a s  t h o s e  o f  t h e  p r e s i d e n t  
a r e  t h e  r e s p o n s i b i l i t i e s  o f  t h e  c h a n c e l l o r .  C o m p l a i n t s  a g a i n s t  a  p r e s i d e n t  o f  a  M n S C U  c o l l e g e  o r  
u n i v e r s i t y  s h a l l  b e  f i l e d  w i t h  t h e  M n S C U  S y s t e m  O f f i c e .  C o m p l a i n t s  a g a i n s t  c o l l e g e / u n i v e r s i t y  
v i c e  p r e s i d e n t s / d e a n s  w h o  r e p o r t  d i r e c t l y  t o  t h e  p r e s i d e n t  a r e  f i l e d  a t  t h e  c a m p u s  l e v e l  w i t h  t h e  
p r e s i d e n t  a s  d e c i s i o n - m a k e r  w i t h  r i g h t  o f  a p p e a l  f o r  r e v i e w  t o  t h e  s y s t e m  o f f i c e .  F o r  c o m p l a i n t s  
w h i c h  i n v o l v e  a l l e g a t i o n s  a g a i n s t  t h e  C h a n c e l l o r  o r  a  m e m b e r  o f  t h e  B o a r d  o f  T r u s t e e s ,  
c o m p l a i n t s  w i l l  b e  p r o c e s s e d  a c c o r d i n g  t o  B o a r d  o f  T r u s t e e ' s  p o l i c y .  
P a r t  6 .  I n v e s t i g a t i o n  a n d  R e s o l u t i o n .  
T h e  s y s t e m  c o m p l a i n t  p r o c e s s  i s  t h e  p r o c e d u r e  t o  b e  u s e d  t o  e n d  i n a p p r o p r i a t e  b e h a v i o r ;  
i n v e s t i g a t e  f o r  t h e  p u r p o s e  o f  f a c t  f i n d i n g ;  a n d  f a c i l i t a t e  r e s o l u t i o n  i n  c o m p l a i n t s  i n v o l v i n g  
a l l e g a t i o n s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  o r  s e x u a l  a s s a u l t .  H o w e v e r ,  a s  p a r t  o f  t h e  c o m p l a i n t  
p r o c e s s ,  t h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s ,  i n  · c o n s u l t a t i o n  w i t h  t h e  M n S C U  O f f i c e  o f  
E q t 1 a l  O p p o r t u n i t y  a n d  D i v e r s i t y ,  m a y  u s e  a l t e r n a t i v e  d i s p u t e  r e s o l u t i o n / m e d i a t i o n  s e r v i c e s  a s  a  
m e t h o d  o f  r e s o l v i n g  d i s c r i m i n a t i o n / h a r a s s m e n t  c o m p l a i n t s  a s  d e e m e d  n e c e s 3 a r y ;  
S u b p a r t  A .  D i s c r i m i n a t i o n / h a r a s s m e n t .  C o m p l a i n a n t s  o f  d i s c r i m i n a t i o n / h a r a s s m e n t  
w i l l  b e  i n f o r m e d  b y  t h e  a p p r o p r i a t e  s y s t e m  o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  a u t h o r i t i e s  t h a t  t h e  
i n v e s t i g a t i o n  a n d  r e s o l u t i o n  o f  a  c o m p l a i n t  u n d e r  t h i s  p o l i c y  d o  n o t  r e p l a c e  t h e  r i g h t  t o  
p u r s u e  o t h e r  o p t i o n s .  
1 .  I n f o r m a l  P r o c e s s .  T h e  p r o c e d u r e s  f o r  i n f o r m a l  r e s o l u t i o n  a r e  o p t i o n a l .  T h e  d e s i g n a t e d  
o f f i c e r  s h a l l  d e t e r m i n e  w h e t h e r  a n d / o r  h o w  t o  p r o c e e d .  T h e  g o a l  o f  i n f o r m a l  r e s o l u t i o n  i s  
t o  s t o p  i n a p p r o p r i a t e  b e h a v i o r ,  i n v e s t i g a t e ,  a n d / o r  f a c i l i t a t e  r e s o l u t i o n s ,  i f  p o s s i b l e .  
a .  P e r s o n a l  r e s o l u t i o n .  I n d i v i d u a l s  m a y  c h o o s e  t o  b y p a s s  p e r s o n a l  r e s o l u t i o n  a n d  r e q u e s t  
i n s t i t u t i o n a l  i n f o r m a l  r e s o l u t i o n  a n d / o r  f o r m a l  r e s o l u t i o n .  I f  t h e  c o m p l a i n a n t  i s  a b l e  a n d / o r  
f e e l s  s a f e ,  h e  o r  s h e  s h o u l d  c l e a r l y  e x p l a i n  t o  t h e  a l l e g e d  o f f e n d e r  t h a t  t h e  b e h a v i o r  i s  
o b j e c t i o n a b l e  a n d  s t a t e  t h a t  i t  s t o p .  T h e  c o m p l a i n a n t  s h o u l d  d o  s o  a s  s o o n  a s  p o s s i b l e  a f t e r  
t h e  i n c i d e n t .  F o r  a s s i s t a n c e ,  u s e  s y s t e m  o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  p e r s o n n e l  ( c o u n s e l o r ,  
d e s i g n a t e d  o f f i c e ,  o r  o t h e r ) .  C o m m u n i c a t i o n  w i t h  t h e  a l l e g e d  o f f e n d e r  m a y  b e  i n  p e r s o n ,  
o n  t h e  t e l e p h o n e ,  o r  i n  w r i t i n g .  I f  t h e  b e h a v i o r  d o e s  n o t  s t o p  o r  i f  t h e  c o m p l a i n a n t  b e l i e v e s  
s o m e  e m p l o y m e n t  o r  e d u c a t i o n  c o n s e q u e n c e s  m a y  r e s u l t  f r o m  t h e  d i s c u s s i o n ,  h e  o r  s h e  
s h o u l d  g o  t o  a  h i g h e r  l e v e l  o f  s u p e r v i s i o n ,  s u c h  a s  t h e  c o m p l a i n a n t ' s  s u p e r v i s o r  o r  t h e  
d e s i g n a t e d  o f f i c e r  t o  d o c u m e n t  t h e  c o m p l a i n t .  T h e  s u p e r v i s o r  s h o u l d  r e p o r t  t h e  c o m p l a i n t  
t o  t h e  d e s i g n a t e d  o f f i c e r .  
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b. Informal institutional resolution. An allegation of discrimination/harassment may be 
pursued through the institution's informal procedure. The designated officer must be 
contacted in order to initiate a complaint. The complaint should be brought as soon as 
possible after the most recent incident. The designated officer will: 
• determine whether the complaint is one which should be processed through another 
college or university dispute resolution procedure available to the complainant; if 
appropriate, the designated officer shall direct the complainant to that procedure(s) as 
soon as possible; 
• determine who will conduct the investigation; 
• inform the individual of the provisions of both the informal and formal 
discrimination/harassment complaint procedures and provide a copy of the complaint 
procedure; 
• when deemed appropriate, inform the person against whom the complaint is brought of 
its existence; 
• maintain appropriate documentation; 
• disclose appropriate information tc· others only on a need to know basis consistent with 
state and federal law. An informal complaint may be investigated without identifying 
the complainant, if in the judgment of the designated officer, this would increase the 
likelihood of satisfactory resolution of the complaint. Confidentiality cannot be 
guaranteed; however, care will be taken to keep investigation discussions sufficiently 
broad to protect the complainants' identities when requested. If a complainant no 
longer desires to pursue a complaint, the system office, colleges, and universities 
reserve the right to investigate and resolve the complaint. In such cases, the 
respondent shall be informed of the status of the investigation at reasonable times up 
until the college/university's final disposition of the complaint as well as ensuring that 
the respondent is able to respond to the substance of the complaint during meetings 
convened by the decision-making authority to consider discipline based on the 
substance of the investigation report. 
If the designated officer finds there is evidence that the complained of behavior occurred, 
the designated officer may use one or more of the following methods (which may also be 
part of the formal process) to stop the behavior: 
• discussion with the alleged offender, informing him or her of the policy and indicating 
that the behavior must stop; 
• suggesting counseling and/or sensitivity training; 
• conducting training for the unit, college, or department, calling attention to the 
consequences of engaging in such behavior; 
4 2  A d m i n i s t r a t i v e  P o l i c i e s  a n d  P r o c e d u r e s  
•  r e q u e s t i n g  a  l e t t e r  o f  a p o l o g y  t o  t h e  c o m p l a i n a n t ;  
•  s e p a r a t i n g  t h e  p a r t i e s ,  e t c .  
•  c o m p o s i n g  a  l e t t e r  o f  a g r e e m e n t  c o n f i r m i n g  t h a t  r e s p o n d e n t  h a s  b e e n  i n f o r m e d  o f  t h e  
p o l i c y ,  i d e n t i f y i n g  a n d  a c c e p t i n g  t h e  d e s i g n a t e d  o f f i c e r ' s  r e s o l u t i o n  o f  t h e  c o m p l a i n t ,  
a n d  s t a t i n g  t h a t  r e t a l i a t i o n  i s  p r o h i b i t e d ;  
I f  t h e  i n f o r m a l  p r o c e d u r e s  d o  n o t  r e s o l v e  t h e  c o m p l a i n t  w i t h i n  a  r e a s o n a b l e  p e r i o d  o f  t i m e  
t o  t h e  s a t i s f a c t i o n  o f  t h e  d e s i g n a t e d  o f f i c e r ,  o r  t h e  d e s i g n a t e d  o f f i c e r  f e e l s  a d d i t i o n a l  s t e p s  
s h o u l d  b e  t a k e n ,  t h e  d e s i g n a t e d  o f f i c e r  s h o u l d  c o m m e n c e  t h e  f o r m a l  p r o c e d u r e s  u n l e s s  
r e a s o n a b l e  d e l a y s  a r e  d e e m e d  a p p r o p r i a t e  b y  t h e  d e s i g n a t e d  o f f i c e r .  
2 .  F o r m a l  i n s t i t u t i o n a l  p r o c e s s .  I f  a  c o m p l a i n t  i s  n o t  r e s o l v e d  t h r o u g h  t h e  i n f o r m a l  
c o m p l a i n t  p r o c e d u r e s  o r  i f  t h e  d e s i g n a t e d  o f f i c e r  d e t e r m i n e s  t h a t  t h e  c o m p l a i n t  s h o u l d  b e  
p u r s u e d  t h r o u g h  f o r m a l  c o m p l a i n t  p r o c e d u r e s ,  t h e  f o r m a l  p r o c e d u r e s  m u s t  b e  u s e d .  T h e  
d e s i g n a t e d  o f f i c e r  w i l l :  
•  p r e p a r e  a  f o r m a l  c o m p l a i n t  i n  w r i t i n g  o n  t h e  c o m p l a i n t  f o r m  a v a i l a b l e  f r o m  t h e  s y s t e m  
o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  a u t h o r i t i e s .  T h e  c o m p l a i n t  m u s t  i n c l u d e  a  d e t a i l e d  
d e s c r i p t i o n  o f  t h e  f a c t s  u p o n  w h i c h  t h e  c h a r g e  i s  b a s e d ,  a  l i s t  o f  p o s s i b l e  w i t n e s s e s  a s  
d e e m e d  a p p r o p r i a t e  b y  t h e  d e s i g n a t e d  o f f i c e ,  a n d  t h e  r e s o l u t i o n  s o u g h t .  
•  n o t i f y  t h e  r e s p o n d e n t  i n  w r i t i n g  o f  t h e  n a t u r e  o f  t h e  a l l e g a t i o n s  a n d  s e n d  a  c o p y  o f  t h e  
n o n d i s c r i m i n a t i o n  p o l i c y  a n d  p r o c e s s .  T h e  r e s p o n d e n t  m a y  p r o v i d e  a  w r i t t e n  r e s p o n s e  
t o  t h e  a l l e g a t i o n s .  
•  c o n d u c t  a n  i n v e s t i g a t i o n  o f  t h e  c o m p l a i n t ,  i n c l u d i n g  a p p r o p r i a t e  i n t e r v i e w s  a n d  
m e e t i n g s .  T h e  d e s i g n a t e d  o f f i c e r  w i l l  i n f o r m  t h e  c o m p l a i n a n t  a n d  r e s p o n d e n t  w h e t h e r  
o t h e r  i n d i v i d u a l s  m a y  a c c o m p a n y  t h e m  d u r i n g  i n t e r v i e w s  a n d  m e e t i n g s  a n d  t h e  
p e r m i t t e d  e x t e n t  o f  t h e i r  i n v o l v e m e n t .  
•  p r e p a r e  a  r e p o r t  t o  t h e  d e c i s i o n - m a k i n g  a u t h o r i t y .  I f  t h e  r e s p o n d e n t  i s  t h e  d e c i s i o n -
m a k i n g  a u t h o r i t y ,  t h e  d e s i g n a t e d  o f f i c e r  w i l l  p r e p a r e  a  r e p o r t  t o  t h e  p r e s i d e n t  o r  t h e  
p r e s i d e n t ' s  d e s i g n e e .  T h e  r e p o r t  m a y  b e  p r o v i d e d  t o  t h e  c o m p l a i n a n t  o r  r e s p o n d e n t  a s  
d e e m e d  a p p r o p r i a t e  i n  k e e p i n g  w i t h  s t a t e  a n d  f e d e r a l  l a w .  
A f t e r  r e c e i v i n g  t h e  r e p o r t  o f  t h e  d e s i g n a t e d  o f f i c e ,  t h e  d e c i s i o n - m a k i n g  a u t h o r i t y  m a y ,  a t  
h i s / h e r  d i s c r e t i o n ,  m e e t  w i t h  a  p a r t y ;  r e q u e s t  a d d i t i o n a l  i n f o r m a t i o n  w h i c h  m a y  i n c l u d e  
w r i t t e n  a r g u m e n t s  f r o m  t h e  c o m p l a i n a n t / r e s p o n d e n t  a n d  h i s / h e r  r e p r e s e n t a t i v e  r e l a t i n g  t o  
t h e  a l l e g a t i o n s  o f  t h e  c o m p l a i n t ;  o r ,  t a k e  o t h e r  m e a s u r e s  d e e m e d  n e c e s s a r y  t o  r e a c h  a  
d e c i s i o n .  I f  a  m e e t i n g  i n v o l v i n g  a  b a r g a i n i n g  u n i t  m e m b e r  i s  c o n v e n e d ,  t h e  c o m p l a i n a n t  o r  
r e s p o n d e n t  m a y  b e  a c c o m p a n i e d  b y  t h e i r  b a r g a i n i n g  u n i t  r e p r e s e n t a t i v e ,  a n  a t t o r n e y  o r  
o t h e r  s u p p o r t  p e r s o n .  T h e  d e c i s i o n - m a k i n g  a u t h o r i t y  w i l l  r e p o r t  i n  w r i t i n g  t o  t h e  p a r t i e s  
a n d  t h e  d e s i g n a t e d  o f f i c e r  h i s  o r  h e r  f i n d i n g s  a s  t o  w h e t h e r  o r  n o t  t h e  s y s t e m  
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nondiscrimination policy has been violated. The decision-making authority will take into 
account, the surrounding circumstances; the nature of the behaviors; the relationship(s) 
between the parties; the context in which the alleged incident(s) occurred; and other 
relevant facts upon which he/she relied in reaching a decision. The decision-making 
authority will determine the nature and scope of sanctions and when/how to implement 
sanctions if a violation of policy occurs. 
3. Investigative Data. During the investigation, the designated officer will keep private the 
information gathered during the investigation in keeping with state and federal law. The 
designated officer or designee shall exercise due caution in sharing identifiable information 
about students or staff. If possible, and to aid in the investigation, the designated officer 
shall obtain informed consent from the complainant and witnesses to disclose information. 
However, the investigation must go forward even in the absence of consent. 
4. Summary Action. In certain circumstances involving allegations against students, the 
president or her/his designee may impose a summary suspension prior to the informal or 
formal proceedings described in the previous articles. A summary suspension may be 
imposed only when, in the judgment of the administrator, the accused student's presence on 
the college or university campus would constitute a threat to the safety and well-being of 
members of the campus community. Before implementing the summary suspension, the 
accused student shall be given oral or written notice of the intention to impose the summary 
suspension and shall be given an opportunity to present oral or written arguments against 
the imposition of the suspension. Notice of the intention to impose the summary 
suspension shall be provided in writing to the student. After the student has been 
summarily suspended, the formal process should be completed within the shortest 
reasonable time period, not to exceed nine (9) class days. During the summary suspension, 
the student may not enter the campus without obtaining prior permission from the 
administrator. Summary action may be similarly taken against any employee; action 
against employees who are members of bargaining units may be taken consistent with 
collective bargaining agreements. 
Subpart B. Sexual violence. The system office, colleges, and universities will take appropriate 
action to protect a student or employee who files a complaint of sexual violence. The designated 
officer will inform complainants of sexual violence of the following rights and ensure that the 
following responsibilities of the system office, college, or university are met within the confines 
of law: 
1. The complainant has the right to file criminal charges with local law enforcement 
officials. 
2. Upon request, the complainant will be provided prompt assistance in notifying the 
appropriate law enforcement officials and disciplinary authorities of any incident of 
sexual violence. 
3. At the direction of law enforcement authorities, person(s) designated by the institution 
will provide complete and prompt assistance in obtaining, securing, and maintaining 
evidence in connection with an incident of sexual violence. 
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4 .  T h e  c o m p l a i n a n t  w i l l  b e  p r o v i d e d  a s s i s t a n c e  i n  p r e s e r v i n g  m a t e r i a l s  r e l e v a n t  t o  a  
c a m p u s  d i s c i p l i n a r y  p r o c e e d i n g .  
5 .  A l l  s e x u a l  v i o l e n c e  c o m p l a i n t s  w i l l  b e  i n v e s t i g a t e d  a n d  r e s o l v e d  b y  t h e  a p p r o p r i a t e  
c a m p u s  d i s c i p l i n a r y  a u t h o r i t i e s .  
6 .  T h e  c o m p l a i n a n t  a n d  r e s p o n d e n t  m a y  b e  a c c o m p a n i e d  b y  a n  a t t o r n e y  o r  o t h e r  s u p p o r t  
p e r s o n  a t  a n y  c a m p u s  d i s c i p l i n a r y  p r o c e e d i n g  c o n c e r n i n g  t h e  s e x u a l  v i o l e n c e  c o m p l a i n t  
a n d  m a y  p a r t i c : : i p a t e  i n  a n y  m e e t i n g s  t o  t h e  e x t e n t  p e r m i t t e d  b y  t h e  d e c i s i o n - m a k i n g  
a u t h o r i t y .  
7 .  T h e  c o m p l a i n a n t  a n d  r e s p o n d e n t  w i l l  b e  i n f o r m e d  o f  t h e  o u t c o m e  o f  a n y  c a m p u s  
d i s c i p l i n a r y  p r o c e e d i n g  c o n c e r n i n g  t h e  s e x u a l  v i o l e n c e  c o m p l a i n t ,  c o n s i s t e n t  w i t h  l a w s  
r e l a t i n g  t o  d a t a  p r a c t i c e s .  
8 .  U p o n  r e q u e s t  o f  t h e  c o m p l a i n a n t  a n d  i n  c o o p e r a t i o n  w i t h  a p p r o p r i a t e  l a w  e n f o r c e m e n t  
a u t h o r i t i e s ,  t h e  c o m p l a i n a n t  w i l l  b e  p r o v i d e d  a s s i s t a n c e  t o  b e  s h i e l d e d  f r o m  u n w a n t e d  
c o n t a c t  w i t h  t h e  r e s p o n d e n t ,  i n c l u d i n g ,  b u t  n o t  l i m i t e d  t o  t r a n s f e n i n g  a  s t u d e n t  
c o m p l a i n a n t  t o  a l t e r n a t i v e  c l a s s e s  o r  a l t e r n a t i v e  i n s t i t u t i o n a l l y  o w n e d  h o u s i n g ,  i f  
a l t e r n a t i v e  c l a s s e s  o r  h o u s i n g  a r e  a v a i l a b l e  a n d  f e a s i b l e ;  a n d  t r a n s f e n i n g  a n  e m p l o y e e  
t o  a n  a l t e r n a t i v e  u n i t ,  c o l l e g e ,  o r  d e p a r t m e n t ,  i f  s u c h  o p t i o n s  a r e  r e a s o n a b l y  a v a i l a b l e .  
9 .  T h e  c o m p l a i n a n t  w i l l  b e  i n f o r m e d  o f  h i s  o r .  h e r  r i g h t s  u n d e r  t h e  C r i m e  V i c t i m s  B i l l  o f  
R i g h t s ,  i n c l u d i n g  t h e  r i g h t  t o  a s s i s t a n c e  ·f r o m  t h e  O f f i c e  o f  t h e  C r i m e  V i c t i m  
O m b u d s m a n  a n d  t h e  C r i m e  V i c t i m s  R e p a r a t i o n s  B o a r d  a n d  w i l l  b e  p r o v i d e d  a s s i s t a n c e  
i n  c o n t a c t i n g  t h e s e  o f f i c e s .  
1 0 .  T h e  c o m p l a i n a n t  w i l l  b e  n o t i f i e d  o f  e x i s t i n g  o n  a n d  o f f  c a m p u s  c o u n s e l i n g ,  m e n t a l  
h e a l t h ,  o r  o t h e r  s e r v i c e s  f o r  v i c t i m s  o f  s e x  o f f e n s e s .  
I n v e s t i g a t i o n  o f  s e x u a l  v i o l e n c e .  T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  w i l l  i n v e s t i g a t e  
c o m p l a i n t s  o f  s e x u a l  v i o l e n c e .  I f  a  c o m p l a i n a n t  r e p o r t s  s e x u a l  v i o l e n c e  t o  l a w  e n f o r c e m e n t ,  t h e  
s y s t e m  o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  w i l l  t a k e  t h e  i n v o l v e m e n t  o f  l o c a l  l a w  e n f o r c e m e n t  i n t o  
a c c o u n t  i n  d e t e r m i n i n g  t h e  n a t u r e  a n d  s c o p e  o f  t h e  i n v e s t i g a t i o n .  T h e  s y s t e m  o f f i c e ,  c o l l e g e ,  o r  
u n i v e r s i t y  w i l l  c o n d u c t  a n  i n v e s t i g a t i o n  a c c o r d i n g  t o  t h e  f o l l o w i n g :  
1 .  T h e  d e s i g n a t e d  o f f i c e r  i s  r e s p o n s i b l e  f o r  i n i t i a t i n g  a n  i n v e s t i g a t i o n  p r o m p t l y  u p o n  
r e c e i v i n g  a  r e p o r t  o r  c o m p l a i n t  a l l e g i n g  s e x u a l  v i o l e n c e .  T h i s  i n v e s t i g a t i o n  m a y  b e  
c o n d u c t e d  b y  t h e  d e s i g n a t e d  o f f i c e r ,  o t h e r  s y s t e m  o f f i c e ,  c o l l e g e  o r  u n i v e r s i t y  
a u t h o r i t i e s ,  o r  b y  a  d e s i g n a t e d  t h i r d  p a r t y .  
2 .  T h e  s y s t e m  o f f i c e ,  c o l l e g e ,  o r  u n i v e r s i t y  m a y  t a k e  i m m e d i a t e  s t e p s ,  a t  i t s  d i s c r e t i o n ,  t o  
p r o t e c t  t h e  c o m p l a i n a n t ,  o t h e r  s t u d e n t s  a n d / o r  e m p l o y e e s ,  p e n d i n g  c o m p l e t i o n  o f  t h e  
i n v e s t i g a t i o n  o f  a l l e g e d  s e x u a l  v i o l e n c e .  
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3. The investigation may consist of personal interviews with the complainant, the 
individual(s) against whom the complaint is filed, and others who may have knowledge 
of the alleged incident(s) or circumstances giving rise to the complaint. The 
investigation may also consist of any other methods deemed pertinent by the 
investigator. 
4. The complainant and the respondent may have in their presence a support person of 
their choice during all contacts with the designated officer and/or authorized 
investigator. 
5. The designated officer shall provide a written report of the investigation to the 
decision-making authority. If the investigator is not the designated officer, the 
investigator shall provide a written report of the investigation to the designated officer 
for review and presentation to the decision-making authority. 
6. The decision-making authority will report in writing to the parties and the designated 
officer his or her findings as to whether or not the discrimination/harassment or sexual 
violence policy has been violated and the appropriate action to take. The decision-
making authority will consider the surrounding circumstances, the nature of the sexual 
conduct, the relationship(s) between the parties, and the context in which the alleged 
incident(s) occurred. 
Part 7. System Office, College, or University Action. 
The system office, college, or university will take the appropriate remedial action based on 
results of the investigation and will follow up as appropriate to ensure that the remedial action is 
effective. Complainants are encouraged to report any reoccurrences of conduct which was found 
to violate the system discrimination/harassment or sexual violence policy. The decision-making 
authority will notify the complainant and respondent in writing of the results of the formal 
investigation. Written notice to parties relating to discipline, resolutions, and/or final 
dispositions resulting from the process is deemed to be official correspondence from the system 
office, college or university. 
Part 8. Right to Appeal. 
The complainant and the respondent shall have the right to appeal decisions of the decision-
making authority to the president or his/her designee pursuant to this policy. In exercising the 
right of appeal to the president or system office as provided by this procedure, a written appeal 
must be made within ten (10) working days after notification of the decision which is being 
appealed. The president or designee may receive additional information if he/she believes such 
information would aid in the decision. A decision will be made within a reasonable time and the 
designated officer, the complainant, and the respondent will be notified of the decision. During 
the time of appeal and review, disciplinary action taken as a result of the complaint may be 
enforced. In addition, in cases involving sanctions of suspension for ten (10) days or longer, 
students shall be informed of their right to a contested case hearing under Minnesota law 
(Minnesota Statutes, Chapter 14). 
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P a r t  9 .  R e t a l i a t i o n / R e p r i s a l .  
N o  r e t a l i a t i o n  o r  i n t i m i d a t i o n  d i r e c t e d  t o w a r d s  a n y o n e  w h o  r e p o r t s  o r  m a k e s  a  c o m p l a i n t  o f  
d i s c r i m i n a t i o n / h a r a s s m e n t  o r  v i o l e n c e  w i l l  b e  t o l e r a t e d  b y  t h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  a n d  
u n i v e r s i t i e s .  S u c h  r e t a l i a t i o n  i s  p r o h i b i t e d  b y  s t a t e  l a w .  T h e  d e s i g n a t e d  o f f i c e r  w i l l  b e  
r e s p o n s i b l e  f o r  p r o v i d i n g  f o l l o w - u p  t o  e n s u r e  a g a i n s t  r e t a l i a t i o n .  T h e  s y s t e m  o f f i c e ,  c o l l e g e s ,  
a n d  u n i v e r s i t i e s  w i l l  d i s c i p l i n e  a n y  i n d i v i d u a l  w h o  r e t a l i a t e s  a g a i n s t  a n y  p e r s o n  w h o  t e s t i f i e s ,  
a s s i s t s ,  o r  p a r t i c i p a t e s  i n  a n  i n v e s t i g a t i o n ,  p r o c e e d i n g  o r  h e a r i n g  i n  r e l a t i o n  t o  a  
d i s c r i m i n a t i o n / h a r a s s m e n t  o r  v i o l e n c e  c o m p l a i n t .  R e t a l i a t i o n  i n c l u d e s ,  b u t  i s  n o t  l i m i t e d  t o ,  a n y  
f o r m  o f  i n t i m i d a t i o n ,  r e p r i s a l ,  c o e r c i o n ,  d i s c r i m i n a t i o n ,  h a r a s s m e n t ,  o r  u n w a n t e d  s e x u a l  c o n t a c t  
t o w a r d s  a  c o m p l a i n a n t ,  h i s / h e r  r e l a t i v e s ,  f r i e n d s  o r  a s s o c i a t e s .  R e p r i s a l  a l s o  i n c l u d e s  
d i s c r i m i n a t i o n  a g a i n s t  a n  i n d i v i d u a l  b e c a u s e  t h a t  p e r s o n  i s  a s s o c i a t e d  w i t h  a  p r o t e c t e d  g r o u p  
m e m b e r .  
P a r t  1 0 .  E d u c a t i o n  a n d  T r a i n i n g .  
T h e  s y s t e m ,  c o l l e g e s ,  a n d  u n i v e r s i t i e s  w i l l  p r o v i d e  e d u c a t i o n  a n d  t r a i n i n g  p r o g r a m s  t o  p r o m o t e  
a w a r e n e s s  a n d  p r e v e n t  d i s c r i m i n a t i o n / h a r a s s m e n t  a n d  s e x u a l  v i o l e n c e ,  s u c h  a s  e d u c a t i o n  
s e m i n a r s ,  p e e r - t o - p e e r  c o u n s e l i n g ,  o p e r a t i o n  o f  h o t l i n e s ,  s e l f - d e f e n s e  c o u r s e s ,  a n d  i n f o r m a t i o n a l  
m a t e r i a l  d e v e l o p m e n t  a n d  d i s t r i b u t i o n .  E d u c a t i o n  a n d  t r a i n i n g  p r o g r a m s  s h o u l d  i n c l u d e  
e d u c a t i o n  a b o u t  t h e  s y s t e m  o f f i c e ,  c o l l e g e s  a n d  u n i v e r s i t i e s  d i s c r i m i n a t i o n / h a r a s s m e n t  a n d  s e x u a l  
v i o l e n c e  p o l i c i e s  a s  w e l l  a s  c o n d u c t i n g  i n v e s t i g a t i o n s ,  m a n a g e m e n t  a n d  i m p l e m e n t a t i o n  o f  t h e  
c o m p l a i n t  p r o c e d u r e .  
P a r t  1 1 .  D i s s e m i n a t i o n  o f  P r o c e d u r e .  
I n f o r m a t i o n  r e g a r d i n g  t h i s  p r o c e d u r e  a n d  t h e  i n s t i t u t i o n  p o l i c y ,  i n c l u d i n g  t h e  r i g h t s  e n u m e r a t e d  
u n d e r  v i c t i m ' s  r i g h t s ,  m u s t  b e  p r o v i d e d  t o  e a c h  s t u d e n t  d u r i n g  s t u d e n t  r e g i s t r a t i o n  a n d  e a c h  
e m p l o y e e  o n  a c c e p t a n c e  o f  e m p l o y m e n t .  C o p i e s  o f  t h e  p o l i c i e s  w i l l  b e  c o n s p i c u o u s l y  p o s t e d  a t  
a p p r o p r i a t e  l o c a t i o n s  o n  c o l l e g e  a n d  u n i v e r s i t y  c a m p u s e s  a t  a l l  t i m e s .  
P a r t  1 2 .  F i l e s .  
D u r i n g  a n  i n v e s t i g a t i o n  o f  a  c o m p l a i n t ,  a n d ,  u p o n  t h e  c o m p l e t i o n  o f  a n  i n v e s t i g a t i o n  a n d / o r  t h e  
c o m p l e t i o n  o f  a  g r i e v a n c e  r e l a t e d  t o  t h e  o u t c o m e  o f  a n  i n v e s t i g a t i o n ,  t h e  f i l e  s h a l l  b e  r e p o s i t e d  i n  
t h e  o f f i c e  o f  t h e  D e s i g n a t e d  O f f i c e r  f o r  t h e  s y s t e m ,  c o l l e g e ,  o r  u n i v e r s i t y .  F u t u r e  a c c e s s  s h a l l  b e  
i n  k e e p i n g  w i t h  t h e  M i n n e s o t a  G o v e r n m e n t  D a t a  P r a c t i c e s  A c t  a n d  t h e  F a m i l y  E d u c a t i o n a l  
R i g h t s  a n d  P r i v a c y  A c t .  
P a r t  1 3 .  A d m i n i s t r a t i v e  M a n u a l .  
T h e  s y s t e m  o f f i c e  s h a l l  d e v e l o p  a n  a d m i n i s t r a t i v e  m a n u a l  f o r  u s e  b y  d e s i g n a t e d  o f f i c e r s  a n d  
d e c i s i o n - m a k i n g  a u t h o r i t i e s  f o r  i m p l e m e n t a t i o n  o f  t h i s  p r o c e d u r e .  
[ M n S C U  P o l i c y ,  E f f e c t i v e  d a t e :  F e b r u a r y  1 7 ,  1 9 9 7 ]  
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PARKING 
Every effort is made to provide convenient parking facilities on campus for the faculty, staff, 
students, and visitors. However, budget and space limitations make it necessary to regulate 
parking by providing information and enforcing existing regulations. Each person who operates 
a vehicle on the campus must register each vehicle, pay a fee, and display a parking permit 
indicating their lot assignment. 
Parking permits are available in the Parking Office located in the Office of Administrative 
Affairs . In the case of employees, each person registering a vehicle is assigned to a specific 
parking lot as near as possible to his/her work area. A limited number of reserved spaces are also 
available on campus at a higher cost. Possession of a standard parking permit does not guarantee 
that a space will be available in the lot to which you have been assigned. Overflow parking is 
also available if you cannot find a space in your assigned lot. A Parking and Traffic Regulations 
brochure contains a campus map which identifies all of the parking lots on campus, and who is 
permitted to park in each of them, as well as the overflow lots . 
Substitute or Temporary Vehicles 
Anyone having a parking permit who needs to operate a substitute vehicle for one week or more 
must notify the Parking Office about the alternate vehicle being used. They may then display 
their permit in that vehicle and park in their assigned lot. The Parking Office must alst:t be 
notified when a registered vehicle is sold or is permanently replaced. The license number and 
description of any new vehicle being used must also be provided to the Parking O'.'"fice. 
Permits for Visitors and/or Meeting or Workshop Attendants 
Faculty and staff members who are expecting visitors to the campus are responsible for obtaining 
visitor parking permits for them. The host department should mail the guest permit before the 
visit so guests will not be inconvenienced when they arrive on campus. 
Faculty or staff members holding special meetings or workshops on campus should contact the 
Parking Office well in advance of the meeting to make arrangements for parking for participants. 
No special signage can be placed on campus without prior approval from the Parking Office 
Coordinator, or his/her designee. 
Visitor lots are available at the comer of 9th Avenue and 11th Street South. V -1 lot (closest to 
Owens Hall-Administration Building) has 30-minute meters, and V -2 lot (across 11th Street to 
the west) has 2-hour meters. If these metered lots do not meet the needs of the visitor, a guest 
permit should be acquired. Guest permits are available from the Parking Office, the Owens Hall 
information booth, and at the Ballard Hall desk. 
Two 2-hour parking spaces are available in both V-2 lot and G lot for faculty and staff who have 
work-related duties in Owens Hall or adjacent buildings. A valid faculty/staff permit MUST be 
displayed in the vehicle while using these spaces. 
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V e h i c l e  a n d  P a r k i n g  R e g u l a t i o n s  
V e h i c l e s  m u s t  b e  p a r k e d  s o  t h a t  t h e  w h o l e  v e h i c l e  i s  w i t h i n  m a r k e d  s p a c e s / b o u n d a r i e s  i n  t h e  
p a v e d  l o t s ,  o r  a t  b u m p e r s  i n  g r a v e l  l o t s .  N o  v e h i c l e  s h a l l  b e  p a r k e d  i n  c r o s s w a l k s ,  l a n d s c a p e d  
a r e a s ,  d r i v e w a y s ,  l o a d i n g  z o n e s ,  w i t h i n  1 5  f e e t  o f  f i r e  h y d r a n t s ,  a l o n g  y e l l o w  p a i n t e d  c u r b s ,  i n  
f r o n t  o f  a n y  r e m o v a b l e  b a r r i c a d e ,  o r  i n  a n y  o t h e r  s p a c e  w h e r e  s i g n s  i n d i c a t e  n o  p a r k i n g .  S p e e d  
l i m i t  o n  t h e  c a m p u s  i s  1 5  m i l e s  p e r  h o u r ,  a n d  d r i v e r s  o f  v e h i c l e s  m u s t  y i e l d  t h e  r i g h t  o f  w a y  t o  
p e d e s t r i a n s .  
V i o l a t i o n s  a n d  P e n a l t i e s  
F a i l u r e  t o  c o m p l y  w i t h  t h e  p u b l i s h e d  P a r k i n g  a n d  T r a f f i c  R e g u l a t i o n s  a n d / o r  l o t  s i g n a g e  m a y  
r e s u l t  i n  t h e  i s s u a n c e  o f  a  t r a f f i c / p a r k i n g  c i t a t i o n  o r  t h e  i m m o b i l i z a t i o n  o r  t h e  i m p o u n d i n g  o f  t h e  
v e h i c l e .  
T h e  U n i v e r s i t y ' s  P a r k i n g  C o m m i t t e e  e x i s t s  t o  r e v i e w  w r i t t e n  a p p e a l s  f r o m  i n d i v i d u a l s  
c h a l l e n g i n g  c i t a t i o n s  r e c e i v e d  f o r  c a m p u s  p a r k i n g  v i o l a t i o n s  ( p e r s o n a l  a p p e a r a n c e  i s  o p t i o n a l ) .  
L i a b i l i t y  
A l l  p e r s o n s  o p e r a t i n g  m o t o r  v e h i c l e s  o n  t h e  u n i v e r s i t y  c a m p u s  s h a l l  d o  s o  a t  t h e i r  o w n  r i s k .  N o  
r e s p o n s i b i l i t y  s h a l l  b e  a s s u m e d  b y  t h e  U n i v e r s i t y ,  t h e  s t a t e  o f  M i n n e s o t a ,  o r  t h e  c i t y  o f  M o o r h e a d  
f o r  l o s s  o f  p r o p e r t y ,  d a m a g e  t o  t h e  v e h i c l e  w h i l e  p a r k e d ,  d a m a g e  w h i c h  m a y  b e  i n c u r r e d  t h r o u g h  
t h e  p r o c e s s  o f  i m p o u n d i n g  a  v e h i c l e ,  o r  f o r  a n y  o t h e r  d a m a g e  o r  los~ s u s t a i n e d  w h i l e  o n  t h e  
c a m p u s .  
I n f o r m a t i o n  a b o u t  p a r k i n g  a n d  t r a f f i c  r e g u l a t i o n s  i s  p u b l i s h e d  i n  t h e  M S U M  P a r k i n g  a n d  T r a f f i c  
R e g u l a t i o n s  b r o c h u r e  w h i c h  i s  a v a i l a b l e  i n  t h e  P a r k i n g  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  
2 0 9 ,  p h o n e  2 3 6 - 2 6 7 5 .  
P U B L I C A T I O N S  S T A N D A R D S  
T h e  I d e n t i t y  a n d  P u b l i c a t i o n  S t a n d a r d s  P o l i c y  w a s  d e v e l o p e d  t o  e n s u r e  t h a t  M S U M  i s  c l e a r l y  a n d  
c o n s i s t e n t l y  p r e s e n t e d  t o  a l l  a u d i e n c e s .  T h e  P u b l i c a t i o n s  O f f i c e  a n d  P r i n t i n g  S e r v i c e s  s e t s ,  
r e v i e w s ,  a n d  r e v i s e s  p r o c e d u r e s  a n d  s t a n d a r d s  t o  m e e t  i n s t i t u t i o n a l  n e e d s .  P r i n t i n g  S e r v i c e s  
r e v i e w s  a l l  p u b l i c a t i o n s  f o r  c o m p l i a n c e  w i t h  t h e  s t a n d a r d s  a n d  r e c e i v e s  r e q u e s t s  f o r  w a i v e r s  f r o m  
t h e  p u b l i c a t i o n s  g u i d e .  C o n t a c t  P u b l i c a t i o n s  O f f i c e  o r  P r i n t i n g  S e r v i c e s ,  F l o r a  F r i c k  1 5 4 / 1 6 5 ,  
2 3 6 - 2 2 0 8 / 2 3 6 - 2 0 9 9  0  
T h e  U n i v e r s i t y ' s  n a m e ,  s e a l ,  a n d  l o g o  a r e  r e g i s t e r e d  m a r k s  o f  M S U M .  T h i s  p r o v i d e s  p r o t e c t i o n  
a g a i n s t  t h e  m a n u f a c t u r e ,  d i s p l a y ,  o r  s a l e  o f  t h e s e  i d e n t i f i e r s  w i t h o u t  t h e  d e s i g n s ;  t h e r e f o r e ,  t h e y  
s h o u l d  n e v e r  b e  r e d r a w n ,  r e p r o p o r t i o n e d ,  o r  o t h e r w i s e  m o d i f i e d  f o r  a n y  U n i v e r s i t y ' s  c o n s e n t .  
P r o t e c t a b i l i t y  o f  t h e  U n i v e r s i t y  s e a l  a n d  l o g o  i s  b a s e d  o n  t h e i r  u n i q u e  s p e c i a l  p u r p o s e .  
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PURCHASING 
Any employee who takes it upon himself/herself to commit the university to any type of purchase 
obligation without prior Business Office authorization will be held personally responsible for that 
obligation. Occasionally, university staff members make commitments for supplies, equipment, 
repairs, rentals or professional services without obtaining authorization in the form of a purchase 
order or contract. Making a commitment without prior approval constitutes an unauthorized 
commitment of state funds which violates Minnesota statutes. 
Regulations 
All purchases shall conform to the procedures established by law in Minnesota Statute 16.07, 
Award of Competitive Bids, and Minnesota Statute 16.08, Contracts and Purchases. 
1. All purchases shall be awarded to the lowest qualified bidder meeting specifications and 
other conditions imposed in the call for bids. 
2. On items covered by contract, do not place orders with vendors other than the current 
contract vendor. A Jist of current contracts is on DG, Public Drawer "State Contracts-
Purchase." 
3. The description of iter.ns to be· purchased on the Department Purchase Order (DPO) or 
Requisition for Purchase, should be sufficiently detailed to describe grade, quality, type, 
delivery date, manufacturer's name, and model number. 
4. A DPO must be prepared for all purchases for contract supplies and orders under $10,000. 
5. A Requisition for Purchase form must be prepared for non-contract orders over $10,000. 
General 
In order for the Business Office to issue a properly executed purchase order, it is essential that 
the department prepare either a DPO or a Requisition for Purchase form and forward it to 
Purchasing in the Business Office, Owens 106. 
Purchases, M & E (Maintenance and Equipment) and Grant Accounts 
Generally, all requests for purchases over $50,000.00, other than contract items, are submitted to 
the System office for approval. If the department has requested goods or services that amount to 
between $10,000 and $50,000, MSUM Purchasing will bid the materials and issue a purchase 
order. If the items to be purchased are available from a state price contract, they must be 
purchased from the contract vendor. All items that are available from Central Stores are to be 
obtained from this source of supply. 
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P u b l i c a t i o n s  w i l l  b i d  o f f - c a m p u s  p r i n t i n g  o r d e r s  u p  t o  $ 5 0 , 0 0 0 .  P r i n t i n g  r e q u i s i t i o n s  o v e r  
$ 5 0 , 0 0 0  m a y  r e q u i r e  S y s t e m  o f f i c e  a p p r o v a l .  P r o c e s s i n g  t i m e  f o r  b i d d a b l e  o r d e r s  v a r i e s  f r o m  3  
t o  6  w e e k s ,  s o  p l e a s e  p l a n  y o u r  n e e d s  a c c o r d i n g l y .  D o  n o t  i s s u e  m u l t i p l e  o r d e r s  u n d e r  $ 1 0 , 0 0 0  t o  
a v o i d  t h e  b i d d i n g  p r o c e s s ,  a s  t h a t  i s  a  v i o l a t i o n  o f  M i n n e s o t a  S t a t u t e ,  C h a p  1 6 A .  
O r d e r s  u p  t o  $ 1 0 , 0 0 0  m a y  b e  m a d e  b y  u s i n g  a  D P O  p r o v i d e d  t h e  d e p a r t m e n t  h e a d  o r  
a d m i n i s t r a t i v e  s u p e r v i s o r  a p p r o v e s  t h e  p u r c h a s e .  P u r c h a s e s  s h o u l d  b e  s h i p p e d  t o  C e n t r a l  
R e c e i v i n g  a n d  b i l l e d  t o  t h e  B u s i n e s s  O f f i c e .  T e l e p h o n e  o r d e r s  a n d  o v e r - t h e - c o u n t e r  p u r c h a s e s  
s h o u l d  b e  a v o i d e d  w h e n e v e r  p o s s i b l e .  
N o n - S t a t e  E m p l o y e e  S e r v i c e  A g r e e m e n t s - L o n g  F o r m  C o n t r a c t s  
R e q u e s t s  t o  h i r e  n o n - s t a t e  e m p l o y e e s  f o r  p r o f e s s i o n a l  o r  t e c h n i c a l  s e r v i c e s  s h o u l d  b e  s u b m i t t e d  
i n  w r i t i n g  t o  t h e  B u s i n e s s  O f f i c e  n o  l e s s  t h a n  f o u r  m o n t h s  p r i o r  t o  t h e  d a t e  t h e  s e r v i c e s  a r e  
n e e d e d .  L o n g  C o n t r a c t s  m u s t  b e  a p p r o v e d  b y  t h e  C o m m i s s i o n e r  o f  F i n a n c e  p r i o r  t o  t h e  d a t e  t h e  
c o n t r a c t o r  c o m m e n c e s  t h e  w o r k .  
S t u d e n t  A c t i v i t i e s  A c c o u n t s ,  H e a l t h  S e r v i c e ,  a n d  S e l f - S u p p o r t i n g  A c t i v i t y  A c c o u n t s  
A n y  i n d i v i d u a l  b r o u g h t  t o  t h e  c a m p u s  c o m m u n i t y  t o  c o m p l e t e  a  s e r v i c e  t o  t h e  U n i v e r s i t y  
( e x a m p l e s  w o u l d  b e  c o n s u l t i n g ,  l e c t u r e s ,  s p o r t s  o f f i c i a t i n g ,  d o c t o r s ,  e t c . )  m u s t  c o m p l e t e  a  
c o n t r a c t  B E F O R E  c o m i n g  t o  t h e  c a m p u s .  P l e a s e  c o n t a c t  t h e  P u r c h a s i n g  D i r e c t o r  o r  A c t i v i t i e s  
A c c o u n t  E x e c u t i v e  i n  t h e  B u s i n e s s  O f f i c e  w i t h  a n y  q u e s t i o n s  r e g a r d i n g  t h e  c o m p l e t i o n  o f  t h e  
p r o p e r  c o n t r a c t  f o r m .  
A c t i v i t i e s  p u r c h a s e  o r d e r s  s h o u l d  b e  o b t a i n e d  f r o m  t h e  B u s i n e s s  O f f i c e  f o r  p u r c h a s e s  o f  
m e r c h a n d i s e ,  s u p p l i e s ,  r e p a i r s ,  a n d  s o  o n .  T h r e e  t e l e p h o n e  q u o t e s  a r e  r e q u i r e d  o n  p r i n t i n g ,  
s u p p l i e s ,  a n d  e q u i p m e n t  o r d e r s  o v e r  $ 5 0 0  t o  b e  o b t a i n e d  f r o m  a  n o n - c o n t r a c t  v e n d o r .  W r i t t e n  
b i d s  m u s t  b e  o b t a i n e d  f o r  o r d e r s  o v e r  $ 1 , 0 0 0 .  A s s i s t a n c e  w i t h  o b t a i n i n g  w r i t t e n  b i d s  w i l l  b e  
g i v e n  b y  t h e  P u r c h a s i n g  D i r e c t o r .  A n y  r e p a i r s  e s t i m a t e d  a t  o v e r  $ 5 0 0  s h o u l d  b e  r e p o r t e d  t o  t h e  
P u r c h a s i n g  D i r e c t o r  o r  t h e  B u s i n e s s  M a n a g e r  B E F O R E  c o m m i t m e n t  o f  f u n d s  f r o m  S t u d e n t  
A c t i v i t i e s .  A c t i v i t y  T r a v e l  R e q u e s t  f o r m s  c a n  b e  o b t a i n e d  f r o m  t h e  B u s i n e s s  O f f i c e .  
S p e c i f i c  t r a v e l  p o l i c y  a n d  p r o c e d u r e s  a s  w e l l  a s  o t h e r  S A B C  p o l i c i e s  a n d  p r o c e d u r e s  a r e  f u r t h e r  
o u t l i n e d  i n  t h e  S t u d e n t  H a n d b o o k  u n d e r  " S t u d e n t  A c t i v i t y  B u d g e t  C o m m i t t e e . "  T h e  H a n d b o o k  
i s  a v a i l a b l e  f r o m  t h e  C M U  S t u d e n t  O r g a n i z a t i o n  R e s o u r c e  C e n t e r .  
R e s i d e n c e  H a l l  A c c o u n t s  
P r i o r  a p p r o v a l  i s  o b t a i n e d  f r o m  t h e  H o u s i n g  O f f i c e  a c c o u n t  c l e r k  f o r  a l l  p u r c h a s e s  f o r  t h e  
r e s i d e n c e  h a l l  f l o o r  o r  R A  a c c o u n t s .  T h e s e  p u r c h a s e s  a r e  u s u a l l y  o f  $ 7 5  o r  l e s s  a n d ,  u p o n  
a p p r o v a l ,  w i l l  b e  g i v e n  a  D P O  t o  b e  s u p p l i e d  t o  t h e  v e n d o r  w i t h  t h e  o r d e r .  
F o r  m a i n  o f f i c e  p u r c h a s e s  f o r  m a i n t e n a n c e ,  h e a t i n g ,  o r  r e p a i r  i t e m s ,  t h e  l i m i t  i s  $ 3 0 0 ,  a n d  t h e  
r e s p e c t i v e  s u p e r v i s o r  o v e r  t h e  r e p a i r  a p p r o v e s  t h i s  p u r c h a s e .  F o r  a l l  o t h e r  p u r c h a s e s ,  t h e  
H o u s i n g  D i r e c t o r  m u s t  b e  i n v o l v e d  i n  t h e  p u r c h a s e .  
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Student Union Accounts 
A Purchase Order Requisition form is required for all purchases made by the student managed 
service areas. The form is approved by the director and forwarded to the account clerk for 
issuance of the DPO. For purchases above the normal replenishment of inventory, multiple bids 
are required on the requisition form. 
University Bookstore Purchases 
Departments needing to purchase items from the Bookstore should give their M & E or Grant 
account number to the cashier at the time of purchase. DPOs need not be prepared. The 
Bookstore bills automatically and your department will be charged monthly for any and all 
merchandise received. 
Purchases for Preview and/or Approval 
Generally this will apply to items such as films and books. Departments will prepare and submit 
a DPO. Note on the DPO that the items are being ordered for preview or approval, and note the 
number of days required for preview after the items have been received at the department. After 
the department has received the items ordered, advise Purchasing in the Business Office, in 
writing, whether or not the items will be returned to the vendor or retained by the department. All 
returns must be routed through Receiving. For purchases returned to the vendor, Purchasing wil~ 
cancel the purchase order. For purchases retained by the department, Purchasing will process 
payment. 
Purchasing Requiring Advance Payment 
Purchases of materials, books and software that require advance payment to the vendor may be 
processed through the Business Office. The DPO must include a notation that a payment in 
advance is required by the vendor and supportive documentation, such as a vendor special order 
form or advertisement, must be attached. [M&C 5115/92] 
RADIATION SAFETY 
All principal investigators, faculty, staff and students wishing to use radioisotopic material for 
research or reaching projects must receive prior approval from the MSUM Radiation Safety 
Committee .. Documented training will be required. Contact the Radiation Safety Officer, Joseph 
Provost, 218-287-5085. 
RECEIVING AND DELIVERY SERVICES 
MSUM requires vendors to deliver all ordered items to one central area where the commodities 
can be matched with the local DPO or requisition for purchase. Since it is difficult for receiving 
personnel to thoroughly inspect technical equipment, faculty and staff must report to the 
Receiving Department the receipt of imperfect, damaged, or otherwise unsatisfactory articles. All 
items must be processed through Receiving. If an order is received directly, contact Receiving 
immediately. Receiving Dept., Maintenance Building, phone 236-2279. [M&C 5/15/92] 
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R E C Y C L I N G  
M S U M  o p e r a t e s  a  r e c y c l i n g  p r o g r a m  w h i c h  i s  d e s i g n e d  t o  r e c o v e r  a l u m i n u m  c a n s ,  u s e d  o f f i c e  
p a p e r ,  a n d  s i l v e r .  R e c e p t a c l e s  a r e  p l a c e d  i n  d e s i g n a t e d  a r e a s  o f  b u i l d i n g s  a n d  a r e  e m p t i e d  
p e r i o d i c a l l y  ( c a l l  f o r  s e r v i c e  i f  o n e  i s  f u l l ) .  R e c y c l i n g  i s  c o o r d i n a t e d  b y  t h e  P h y s i c a l  P l a n t  
d e p a r t m e n t ,  p h o n e  2 3 6 - 3 9 6 7 .  [ M & C  5 / 1 5 / 9 2 ]  
R E M O D E L I N G  
A l l  p r o p o s e d  s p a c e  u s e  c h a n g e s  t h a t  r e q u i r e  r e m o d e l i n g  a n d / o r  r e n o v a t i o n  a r e  t o  b e  
c o m m u n i c a t e d  i n  w r i t i n g  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s  b y  t h e  d e p a r t m e n t  c h a i r p e r s o n .  
T h e  P h y s i c a l  P l a n t  D i r e c t o r  w i l l  t h e n  r e v i e w ,  a p p r o v e ,  a n d  p r i o r i t i z e  t h e m  b e f o r e  g e n e r a t i n g  
w o r k  o r d e r  r e q u e s t s .  E m e r g e n c y  r e m o d e l i n g  a n d  r e h a b i l i t a t i o n  n e e d s  a r e  t o  b e  b r o u g h t  t o  t h e  
a t t e n t i o n  o f  A d m i n i s t r a t i v e  A f f a i r s  a s  s o o n  a s  p o s s i b l e .  [ M & C  5 / 1 5 / 9 2 ]  
R E P A I R  A N D  P A I N T I N G  
A l l  m i n o r  r e p a i r  n e e d s  a r e  t o  b e  c o m m u n i c a t e d  b y  t e l e p h o n e  o r  i n  w r i t i n g  b y  t h e  d e p a r t m e n t  
c h a i r p e r s o n  t o  t h e  P h y s i c a l  P l a n t  o f f i c e .  R e q u e s t s  w i l l  b e  e n t e r e d  i n t o  t h e  w o r k  o r d e r  s y s t e m  f o r  
c o m p l e t i o n  a s  s o o n  a s  p o s s i b l e ,  w i t h  t h e  m o s t  u r g e n t  r e q u e s t s  c o m p l e t e d  f i r s t .  P h y s i c a l  P l a n t ,  
p h o n e  2 3 6 - 2 4 6 0 .  [ M & C  5 / 1 5 / 9 2 ]  
S C H E D U L I N G  O F  O F F I C E S ,  C L A S S R O O M S ,  O T H E R  S P A C E  A N D  G R O U N D S  
D e p a r t m e n t  H e a d s  a s s i g n  f a c u l t y  o f f i c e s  o n  a  n o n - p e r m a n e n t  b a s i s ,  s u b j e c t  t o  t h e  a p p r o v a l  o f  t h e  
V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s .  C l a s s r o o m s  a r e  a s s i g n e d  b y  t h e  R e g i s t r a r .  S p e c i a l  
r e q u e s t s  f o r  t h e  u s e  o f  c a m p u s  f a c i l i t i e s  o r  s p a c e  o n  M S U M  g r o u n d s  s h o u l d  b e  f o r w a r d e d  t o  t h e  
S c h e d u l i n g  S e r v i c e s ,  p h o n e  2 3 6 - 2 5 8 6 .  R e q u e s t s  f o r  r e s i d e n c e  h a l l  f a c i l i t i e s  s h o u l d  b e  s u b m i t t e d  
t o  t h e  H o u s i n g  O f f i c e ,  1 2 0  B a l l a r d  H a l l ,  p h o n e  2 3 6 - 2 1 1 8 .  S c h e d u l i n g  o f  t h e  C o m s t o c k  
M e m o r i a l  U n i o n  i s  a r r a n g e d  t h r o u g h  t h e  C M U ,  p h o n e  2 3 6 - 3 5 8 7 .  [ M & C  5 / 1 5 / 9 2 ]  
S E C U R I T Y - N I G H T  W A T C H  P R O G R A M  
S e e  C a m p u s  S e c u r i t y  ( p a g e  8 8 ) .  C a l l  2 3 6 - 2 4 4 9 .  
S M O K I N G  P O L I C Y  
M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  r e c o g n i z e s  t h a t  t o b a c c o  s m o k e  i s  a  h a z a r d  t o  t h e  h e a l t h  o f  
i t s  s t u d e n t s  a n d  e m p l o y e e s .  T o  p r o t e c t  t h e  h e a l t h  o f  t h e  n o n - s m o k i n g  U n i v e r s i t y  c o m m u n i t y ,  t h e  
U n i v e r s i t y  d e s i g n a t e s  a l l  b u i l d i n g s  a s  s m o k e - f r e e  e x c e p t  f o r  s o m e  s t u d e n t  l i v i n g  a r e a s  i n  
U n i v e r s i t y  h o u s i n g .  S m o k i n g  i n  v e h i c l e s  a n d  e q u i p m e n t  o w n e d  o r  l e a s e d  b y  t h e  U n i v e r s i t y  i s  
p r o h i b i t e d .  S m o k i n g  i n  U n i v e r s i t y  h o u s i n g  a n d  a t  o u t d o o r  e v e n t s  o n  c a m p u s  i s  r e s t r i c t e d  t o  
d e s i g n a t e d  a r e a s .  T o  t h e  e x t e n t  p o s s i b l e ,  t h e  U n i v e r s i t y  w i l l  p r o v i d e  a c c e s s  t o  c e s s a t i o n  p r o g r a m s  
t o  h e l p  s m o k e r s  a n d  e m p l o y e e s  w h o  p r e s e n t l y  u s e  t o b a c c o  p r o d u c t s .  
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Guidelines: 
1. Smoking is prohibited at all Minnesota State University Moorhead facilities, including 
private offices within facilities, open-air athletic facilities, and in Residence Halls, except 
areas that are specifically designated as "smoking-permitted" areas. 
2. Smoking will be permitted outside of University facilities provided smokers are located a 
minimum of 20 feet from doorways, windows, and ventilation systems to prevent smoke 
from entering the buildings and facilities and it does not interfere with safety and public 
access. 
3. Rooms assigned to individuals in residence halls may be designated as "smoking permitted" 
areas (except floors designated as non-smoking) provide that all individuals assigned to the 
same room agree that smoking will be permitted in that room. No cigars or pipes may be 
smoked in any smoking permitted areas. 
4 . Smoking is prohibited in all vehicles or equipment owned or leased by the University. 
5. Smoking at outdoor events (specifically including those in the stadium) is restricted to 
designated areas, not in seating or assembly areas. 
6. Visitors to Minnesota State University Moorhead are covered by this policy as temporary 
members of the University Community. 
7. Exceptions: This policy does not prohibit the lighting of tobacco by an adult as part of a 
traditional Native American spiritual or cultural ceremony, in an otherwise no-smoking area. 
In addition, persons who believe their situation requires an exception to this policy may 
request an exemption. Petitions may be addressed to Environmental Health & Safety. 
8. Enforcement: All University students and employees are expected to share the responsibility 
for informaing others of the policy. Problems unresolved will be referred to Environmental 
Health & Safety and/or Security for assiatance and interpretation of the policy, and, if 
necessary, to higher administrative levels of the University. 
9. Designated Smoking Areas: Designated smoking areas will be established and reviewed 
annually by the Office of Administrative Affairs, and where it is deemed that the best 
interests of the University is served. Adjustments will be made accordingly. 
10. Smoking Cessation: The University encourages its students and employees not to use tobacco 
products, and as resources permit, will provide access to smoking cessation programs. 
Smoking Policy Authority Information and Suggestions: 
Smoking in educational facilities in Minnesota is governed by the Clean Indoor Act, sections 
144.411 through 144.417. It..."prohibits smoking in those places of work where the close 
proximity of workers or the inadequacy of ventilation causes smoke pollution detrimental to the 
health and comfort of nonsmoking employees" ... 
It provides that..."the proprietor or other person in charge of a public place shall make reasonable 
efforts to prevent smoking in public places" ... The Office of Administrative Affairs acts as the 
proprietor for Minnesota State University Moorhead facilities. Section 144.413, Sub-division 2, 
of the Clean Indoor Act appears to permit smoking in private offices. However, the ventilation 
systems at Minnesota State University Moorhead are not adequate to prevent persons outside of 
offices from exposure to smoke pollution from persons smoking in offices, as required in section 
144.414 sub-division 2, therefore smoking is not permitted in private offices. 
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A n y  m e m b e r  o f  t h e  U n i v e r s i t y  C o m m u n i t y  m a y  r e c i e v e  i n f o r m a t i o n  a n d  m a k e  s u g g e s t i o n s  o n  
t h i s  p o l i c y  b y  w r i t t e n  c o m m u n i c a t i o n  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  R o o m  2 0 8 ,  O w e n s  
H a l l .  [ T h i s  P o l i c y  b e c a m e  e f f e c t i v e  J u l y  1 ,  2 0 0 0 . ]  
T E L E P H O N E  U S A G E  
T h e  w a t s  n e t w o r k  i s  p r o v i d e d  f o r  o f f i c i a l  s t a t e  b u s i n e s s  o n l y .  L o n g  d i s t a n c e  p e r s o n a l  c a l l s  a r e  
u n a u t h o r i z e d  o n  w a t s  a n d  b y  d i r e c t  d i a l  a n d  s h o u l d  b e  ( a )  c h a r g e d  t o  o n e ' s  r e s i d e n c e  t e l e p h o n e ,  
( b )  p u t  o n  p e r s o n a l  p h o n e  c a r d ,  o r  ( c )  m a d e  f r o m  a  p a y  p h o n e .  T e l e p h o n e  f r a u d  i s  a  s e r i o u s  
a b u s e .  A b u s e r s  w i l l  b e  r e q u i r e d  t o  r e i m b u r s e  t h e  U n i v e r s i t y ,  p l u s  p a y  a  f i n e ,  p l u s  p a y  b o t h  
f e d e r a l  a n d  s t a t e  b a c k  t a x e s .  
O n - C a m p u s  C a l l i n g :  W h e n  c a l l i n g  a  u n i v e r s i t y  n u m b e r  f r o m  a n o t h e r  u n i v e r s i t y  p h o n e ,  l i s t e n  f o r  
t h e  d i a l  t o n e  a n d  d i a l  o n l y  t h e  f o u r - d i g i t  e x t e n s i o n  y o u  w i s h .  
O f f - C a m p u s  L o c a l  C a l l s :  D i a l  9 ,  l i s t e n  f o r  t h e  d i a l  t o n e ,  t h e n  d i a l  t h e  n u m b e r  y o u  w i s h .  
T r a n s f e r r i n g  C a l l s :  T o  t r a n s f e r  a n y  i n c o m i n g  c a l l s ,  d e p r e s s  y o u r  r e c e i v e r  b u t t o n  o n c e  f o r  a b o u t  a  
s e c o n d .  I f  n o t h i n g  h a p p e n s ,  r e p e a t  t h i s  s t e p .  W h e n  y o u  h e a r  a  d i a l  t o n e ,  d i a l  t h e  f o u r - d i g i t  
n u m b e r  o f  t h e  p e r s o n  t o  w h o m  y o u  w i s h  t o  t r a n s f e r  t h e  c a l l .  I f  y o u  h e a r  t h e  r i n g i n g  t o n e ,  y o u  
m a y  h a n g  u p .  I f  y o u  h e a r  a  b u s y  s i g n a l ,  d e p r e s s  t h e  r e c e i v e r  t w i c e  ( o n c e  g e t s  t h e  c a l l e r  b a c k ,  a n d  
t w i c e  d i s c o n n e c t s  t h e  b u s y  s o u n d )  a n d  t e l l  t h e  c a l l e r  t h e  l i n e  i s  b u s y ;  g i v e  t h e m  t h e  p h o n e  
n u m b e r .  
I n  m o s t  d e p a r t m e n t s ,  f a c u l t y  h a v e  t h e  " c a l l - f o r w a r d i n g "  f e a t u r e  o n  t h e i r  p h o n e s .  I f  t h e i r  p h o n e  i s  
n o t  a n s w e r e d  b y  t h e  3 r c t  o r  4
1
h  r i n g ,  i t  m a y  r i n g  o u t  t o  t h e  d e p a r t m e n t  s e c r e t a r y .  
L o n g  D i s t a n c e  C a l l s :  T h e W  A T S  n e t w o r k  i s  p r o v i d e d  f o r  o f f i c i a l  s t a t e  b u s i n e s s  o n l y .  P e r s o n a l  
c a l l s  a r e  n o t  a u t h o r i z e d  o n  W A T S  o r  b y  d i r e c t  d i a l  a n d  s h o u l d  b e  c h a r g e d  t o  o n e ' s  r e s i d e n c e  
t e l e p h o n e  o r  p e r s o n a l  c r e d i t  c a r d  o r  m a d e  f r o m  a  p a y  p h o n e .  
A V O I D  E X T R A  L O N G  D I S T A N C E  C H A R G E S :  W h e n  y o u  a r e  p l a c i n g  a  c a l l  a n d  r e c e i v e  a  
b u s y  s i g n a l  o r  n o  a n s w e r ,  i t  i s  i m p o r t a n t  t o  h a n g  u p  l o n g  e n o u g h  t o  d i s c o n n e c t  t h e  r i n g i n g  o r  b u s y  
s i g n a l  b e f o r e  p l a c i n g  y o u r  n e x t  c a l l .  H a n g i n g  u p  f r o m  t h e  f i r s t  c a l l  f o r  t e n  s e c o n d s  w i l l  s u f f i c e .  
N o t  h a n g i n g  u p  l o n g  e n o u g h  w i l l  r e s u l t  i n  p u t t i n g  t h e  p r e v i o u s  c a l l  o n  h o l d  s o  t h a t  c h a r g e s  f o r  
t h a t  c a l l  w i l l  c o n t i n u e  t o  a d d  u p .  
D i r e c t o r y  A s s i s t a n c e :  W h e n  c a l l i n g  l o n g  d i s t a n c e  i n f o r m a t i o n  f o r  a s s i s t a n c e ,  d o  s o  b y  d i r e c t  
d i a l i n g ,  n o t  b y  u s i n g  t h e  W A T S  l i n e ,  a s  f o l l o w s :  9 - 1 - a r e a  c o d e - 5 5 5 - 1 2 1 2 .  
W e  a r e  n o t  t o  a c c e p t  a n y  C O L L E C T  c a l l s .  
I n t e r n a t i o n a l  C a l l s :  N e a r l y  a l l  6  d i g i t  I D  n u m b e r s  o n  c a m p u s  h a v e  r e s t r i c t i o n s  f r o m  d i a l i n g  
i n t e r n a t i o n a l l y .  T h i s  i s  n e w  e n f o r c e m e n t  b y  t h e  S t a t e  T e l e c o m m u n i c a t i o n s  o f f i c e  a n d  p h o n e  
c o m p a n y  a p p l i e d  t o  a l l  S t a t e  o f  M N  a g e n c i e s  a s  a  p r e c a u t i o n  b y  S t a t e  T e l e c o m m u n i c a t i o n s  t o  
p r e v e n t  f r a u d u l e n t  c a l l s .  T h e r e  h a s  b e e n  o n e  I D  n u m b e r  c l e a r e d  f o r  i n t e r n a t i o n a l  c a l l s  f o r  e a c h  
d e p a r t m e n t .  P l e a s e  c h e c k  w i t h  y o u r  d e p a r t m e n t  s e c r e t a r y  o r  K a t h y  S c h m i d t  i n  t h e  B u s i n e s s  
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Office on how to access the international ID number. If your position with MSUM requires 
frequent international calls, you may be able to get your ID number cleared to make these calls 
on the Wats line. 
If you know the country/city codes you dial direct as follows: 
8-011-Country code-City code-Phone #-your ID # 
If you don ' t know the country/city code, see if it is on the list in the Fargo-Moorhead phone 
directory. 
-
If you are unable to dial through by yourself, place the call with operator assistance as follows: 
9-1-0-2880- . .. an AT&T operator wi 11 then come on the line to help you place the call. 
Speaker Phones: These are available for check-out from Kathy Schmidt in the Business Office. 
Off-Campus Conference Calls: Detailed instructions for setting up conference calls are available 
from the Business Office. 
If you have questions, call Kathy Schmidt, 2221. [Office Memo 8/14/92] 
TRAVEL 
Reimbursement . 
If you wish to be reimbursed for a trip you must: 
1. Complete a Travel Requisition form for each individual at least two weeks in advance of the 
trip whether or not the travel is to be paid by the University and submit to Business Office. 
2. Complete a Request for Approval to Incur Special Expenses (if necessary) and submit to 
Business Office. 
3. Complete an Employee Expense Report form immediately upon return and submit to 
Business Office with original receipts. 
Reimbursement to employees for university-related travel expenses is allowed within internal 
and state policies and procedures. All reimbursement claims should be submitted promptly. No 
authorization to travel is given unless appropriate in-state or out-of-state travel funds are 
available in the budget of the employee's department. Travel expenses are paid only after travel 
has been authorized in advance by the employee's academic or administrative unit head. Staff 
members seeking travel reimbursement must complete all necessary state expense forms. 
Detailed travel reimbursement procedures are available from the Business Office. 
Meals 
No employee may claim reimbursement for more than the amount paid of his/her meals. Receipts 
are not required for meals, but each meal must be listed separately and must include date, city 
and cost of meal. 
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1 .  M a x i m u m  r e i m b u r s e m e n t  r a t e s  f o r  m e a l s ,  i n c l u d i n g  s a l e s  t a x ,  a s  o f  J a n u a r y  2 8 ,  1 9 9 8 ,  
f o l l o w s .  M n S C U  r a t e s  a p p l y  w h e r e  b a r g a i n i n g  a g r e e m e n t s  d o  n o t  s p e c i f y  a m o u n t s .  
B r e a k f a s t  $ 7 . 0 0  
L u n c h  9 . 0 0  
D i n n e r  1 5 . 0 0  
I n  m e t r o p o l i t a n  a r e a s  o f  A t l a n t a ,  B o s t o n ,  C h i c a g o ,  C l e v e l a n d ,  D a l l a s ,  D e n v e r ,  D e t r o i t ,  H a r t f o r d ,  
H o u s t o n ,  K a n s a s  C i t y ,  L o s  A n g e l e s ,  M i a m i ,  N e w  O r l e a n s ,  N e w  Y o r k  C i t y ,  P h i l a d e l p h i a ,  
P o r t l a n d ,  S t .  L o u i s ,  S a n  D i e g o ,  S a n  F r a n c i s c o ,  S e a t t l e ,  W a s h i n g t o n ,  D C / B a l t i m o r e ,  o r  
l o c a t i o n s  o u t s i d e  c o n t i g u o u s  4 8  s t a t e s ,  r a t e s  a r e :  
B r e a k f a s t  $ 1 0 . 0 0  
L u n c h  1 2 . 0 0  
D i n n e r  2 0 . 0 0  
A s  o f  1 9 9 7 ,  t h e  M M N S t a t e  o f  M i n n e s o t a  a n d  t h e  M A P E / S t a t e  o f  M i n n e s o t a  A g r e e m e n t  
d i f f e r s  f r o m  t h e  a b o v e  i n  r e i m b u r s e m e n t  o f  b r e a k f a s t  a m o u n t s  b u t  l i s t s  t h e  s a m e  s e t  o f  c i t i e s .  
A F S C M E ,  C o u n c i l  6 / S t a t e  o f  M i n n e s o t a ,  d i f f e r s  i n  l u n c h  a n d  d i n n e r  a m o u n t s  a n d  h a s  n o  
p r o v i s i o n s  f o r  h i g h e r  a m o u n t s  i n  m e t r o p o l i t a n  c i t i e s .  R e f e r  t o  t h e  a p p r o p r i a t e  A g r e e m e n t .  
2 .  T i m e s  a n d  l o c a t i o n s  f o r  a l l  d e p a r t u r e s  a n d  a r r i v a l s  m u s t  b e  d e t a i l e d  o n  t h e  e x p e n s e  r e p o r t .  
B r e a k f a s t  e x p e n s e  o n  d a y  o f  d e p a r t u r e  c a n  o n l y  b e  r e i m b u r s e d  i f  t h e  s t a f f  m e m b e r  l e f t  h o m e  
b e f o r e  6  a . m .  D i n n e r  e x p e n s e  o n  t h e  d a y  o f  a r r i v a l  b a c k  h o m e  c a n  o n l y  b e  r e i m b u r s e d  i f  t h e  
s t a f f  m e m b e r  r e t u r n e d  h o m e  a f t e r  7  p . m .  
3 .  W h e n  m e a l  e x p e n s e s  a r e  i n c l u d e d  i n  t h e  l o d g i n g  r e c e i p t ,  t h e  a m o u n t  c l a i m e d  f o r  m e a l s  m u s t  
a g r e e  w i t h  t h e  r e c e i p t  n o t  t o  e x c e e d  m a x i m u m  a l l o w a n c e .  
4 .  S t a f f  m e m b e r s  c a n n o t  c l a i m  r e i m b u r s e m e n t  f o r  m e a l s  p u r c h a s e d  f o r  a  g u e s t  o r  a n o t h e r  s t a t e  
e m p l o y e e .  
5 .  A  n o o n  l u n c h  m a y  b e  c l a i m e d  i f  a  s t a f f  m e m b e r  i s  o n  t r a v e l  s t a t u s ,  e v e n  t h o u g h  t h e  e m p l o y e e  
i s n ' t  c l a i m i n g  l o d g i n g ,  w h e n  t h e  d i s t a n c e  f r o m  h i s / h e r  w o r k  s t a t i o n  t o  t h e  f i e l d  a s s i g n m e n t  i s  
3 5  o r  m o r e  r o a d  m i l e s  a n d  e x t e n d s  t h r o u g h  t h e  n o r m a l  l u n c h  p e r i o d .  S u c h  r e i m b u r s e m e n t s ,  
h o w e v e r ,  w i l l  b e  c o n s i d e r e d  " m e a l s  w i t h o u t  l o d g i n g "  a n d  b e  s u b j e c t  t o  i n c o m e  t a x e s .  
6 .  I f  t h e  c o s t  o f  c o m m e r c i a l  t r a n s p o r t a t i o n ,  r e g i s t r a t i o n  f e e s ,  e t c . ,  c o v e r s  m e a l  e x p e n s e s ,  t h e  
e m p l o y e e  i s  n o t  e n t i t l e d  t o  a d d i t i o n a l  r e i m b u r s e m e n t  e x c e p t  f o r  s p e c i a l  d i e t a r y  c o n c e r n s ,  
a n d / o r  a i r  t r a v e l  t u r b u l e n c e  m a k e s  e a t i n g  d i f f i c u l t .  
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Travel by State Owned Vehicle 
1. State vehicles are reserved through the Maintenance Department, phone 236-2662. 
2. Minor expenses incurred in the operation of the state vehicle and not covered by a state credit 
card or emergency field order (purchase order) may be claimed for reimbursement (e .g., 
parking fees and road tolls). 
Travel by Private Automobile 
1. Mileage shall be paid for the shortest direct route according to official highway department 
records. If driving in the vicinity of the destination was necessary, the total of such driving 
for each day must be shown as a separate item in the "local miles" column of the claim form. 
Odometer readings are not required, but may be used if mileage cannot be determined from 
state maps or mileage book. 
2. The department head shall require proof of automobile insurance before approving private car 
mileage. When mileage is claimed in lieu of commercial transportation, the total cost of 
mileage claimed cannot exceed the lowest cost obtainable from a commercial carrier. 
Lodging and meals reimbursements are limited to those that would have been incurred using 
commercial transportation. Cost of commercial transport must be noted on expense report. 
3. An employee may be reimbursed for car rental if a state car is unavailable for use and a rental 
car is the only or least expensive method of transportation. An itemized statement for the 
rental must be submitted with the request for reimbursement. 
4. Employees using state owned or private cars shall be reimbursed for the actual parking fee. If 
a receipt has been issued it must be turned in with the request for reimbursement. 
The current allowance for mileage is $.24 per mile if a state car was available and $.31 per mile 
if a state car was not available. 
Travel by Commercial Carrier 
1. Original receipts must accompany claims for reimbursement. Receipts from credit cards are 
unacceptable. Under Minnesota Statutes M.S. 16A.58, original receipts must accompany 
claims for reimbursement. Photocopied or duplicated receipts or receipts from credit cards 
are unacceptable. Copies of cancelled checks are also unacceptable. 
2. If traveling by commercial airline, reimbursement is limited to tourist class air fare . 
3. If traveling by railroad or bus, reimbursement is in accordance with Minnesota travel 
regulations. 
4. Receipts are not necessary for travel by limousine, taxi , or city bus. 
5. A staff member may not claim reimbursement for travel insurance. 
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6 .  A  n u m b e r  o f  c o m m e r c i a l  a i r  c a r r i e r s  p r o v i d e  c a s h  p a y m e n t s ,  d i s c o u n t  c o u p o n s  a n d  f r e e  
t i c k e t s  e i t h e r  a s  c o m p e n s a t i o n  t o  p a s s e n g e r s  w h o  h a v e  b e e n  d e l a y e d  o r  a s  r e w a r d s  f o r  
f r e q u e n t  t r i p s  w i t h  a  s p e c i f i c  a i r l i n e .  C o m p e n s a t i o n  f r o m  s o u r c e s  o f  t h i s  k i n d  i s  t h e  p r o p e r t y  
o f  t h e  s t a t e ,  a c c o r d i n g l y ,  e m p l o y e e s  t r a v e l i n g  a t  s t a t e  e x p e n s e  m u s t  r e m i t  t h e s e  b e n e f i t s  t o  t h e  
s t a t e .  
A I R L I N E  F R E Q U E N T  F L Y E R  P R O G R A M  
M . S .  1 5 . 4 3 5  r e q u i r e s  a n y  c r e d i t s  o r  o t h e r  b e n e f i t s  i s s u e d  b y  a n  a i r l i n e  t o  a  p u b l i c  e m p l o y e e  w h o  
u s e s  p u b l i c  f u n d s  t o  p a y  f o r  a i r l i n e  t r a v e l  t o  a c c r u e  t o  t h e  b e n e f i t  o f  t h e  p u b l i c  b o d y  p r o v i d i n g  t h e  
f u n d i n g .  E m p l o y e e s  o r  b o a r d  t r u s t e e s  w h o  f r e q u e n t l y  f l y  a n d  h a v e  a i r l i n e  f r e q u e n t  f l y e r  
p r o g r a m s  f o r  t h e i r  p e r s o n a l  t r a v e l  s h a l l  o b t a i n  a  s e p a r a t e  a i r l i n e  f r e q u e n t  f l y e r  p r o g r a m  n u m b e r  t o  
r e c o r d  a n d  r e p o r t  r e c e i p t  o f  c r e d i t s  o r  o t h e r  b e n e f i t s  w h e n  u s i n g  s t a t e  f u n d s .  
[ M n S C U  S y s t e m  P r o c e d u r e  5 . 7 . 1  7 / 1 / 9 8 ]  
R e g i s t r a t i o n  E x p e n s e s  
1 .  A  R e q u e s t  f o r  A p p r o v a l  t o  I n c u r  S p e c i a l  E x p e n s e s  f o r m  m u s t  b e  f i l e d  w i t h  t h e  S t a t e  
D e p a r t m e n t  o f  F i n a n c e  ( t h r o u g h  t h e  M n S C U  O f f i c e )  f o r  a l l  c o n f e r e n c e  o r  r e g i s t r a t i o n  f e e s  
o v e r  $ 5 0 0  a n d  t u i t i o n  f e e s  o v e r  $ 8 5 0  o r  a n y  a m o u n t  i f  m o r e  t h a n  t h r e e  p e o p l e  a t t e n d  t h e  s a m e  
e v e n t .  
2 .  T h e  f o r m  m u s t  b e  f i l l e d  o u t  a n d  s e n t  t h r o u g h  t h e  A d m i n i s t r a t i v e  A f f a i r s  o f f i c e  s o  t h a t  i t  
r e a c h e s  t h e  B u s i n e s s  O f f i c e  a t  l e a s t  1 0  d a y s  i n  a d v a n c e  o f  d e p a r t u r e .  
3 .  I f  t h e  f o r m  i s  n o t  f i l e d  a t  l e a s t  1 0  d a y s  i n  a d v a n c e ,  a  s t a t e m e n t  m u s t  b e  a t t a c h e d  e x p l a i n i n g  
t h e  r e a s o n  f o r  t h e  l a t e  f i l i n g .  T h e r e  i s  n o  g u a r a n t e e  t h a t  r e q u e s t s  s u b m i t t e d  l a t e  o r  a f t e r  t h e  
f a c t  w i l l  b e  a p p r o v e d .  
4 .  O r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  c r e d i t  c a r d s  a r e  
u n a c c e p t a b l e .  U n d e r  M i n n e s o t a  S t a t u t e s  M . S .  1 6 A . 5 8 ,  o r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  
c l a i m s  f o r  r e i m b u r s e m e n t .  P h o t o c o p i e d  o r  d u p l i c a t e d  r e c e i p t s  o r  r e c e i p t s  f r o m  c r e d i t  c a r d s  
a r e  u n a c c e p t a b l e .  C o p i e s  o f  c a n c e l l e d  c h e c k s  a r e  u n a c c e p t a b l e .  
5 .  I f  r e g i s t r a t i o n  o r  c o n f e r e n c e  r e c e i p t s  a r e  u n a v a i l a b l e  o r  l o s t ,  i t  w i l l  b e  n e c e s s a r y  t o  o b t a i n  
d u p l i c a t e  c o p i e s  o f  t h e  r e c e i p t s .  I f  i t  i s  n o t  p o s s i b l e  t o  o b t a i n  a  d u p l i c a t e  c o p y  o f  t h e  r e c e i p t s ,  
i t  w i l l  b e  n e c e s s a r y  t o  s u b m i t  a  n o t a r i z e d  a f f i d a v i t  f o r m .  
P e r s o n a l  E x p e n s e s  
P e r s o n a l  e x p e n s e s ,  f o r  p u r p o s e s  o f  t h e s e  r e g u l a t i o n s ,  a r e  d e f i n e d  a s  d r y  c l e a n i n g ,  l a u n d r y  a n d  
b a g g a g e  h a n d l i n g .  E m p l o y e e s  i n  c o n t i n u o u s  t r a v e l  s t a t u s  i n  e x c e s s  o f  o n e  w e e k  w h o  d o  n o t  
r e t u r n  h o m e  d u r i n g  t h a t  t i m e ,  m a y  c l a i m  r e i m b u r s e m e n t  f o r  l a u n d r y  e x p e n s e s  d u r i n g  a  p e r i o d  o f  
t i m e  i n  w h i c h  h e / s h e  i s  i n  c o n t i n u o u s  t r a v e l  s t a t u s ;  h e / s h e  i s  n o t  e l i g i b l e  f o r  r e i m b u r s e m e n t  f o r  
l a u n d r y ,  d r y  c l e a n i n g  o r  p r e s s i n g  i n  t h e  f i r s t  s u b s e q u e n t  w e e k .  O r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  
c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  c r e d i t  c a r d s  a r e  u n a c c e p t a b l e ,  a s  a r e  p h o t o c o p i e d  o r  
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duplicated receipts or receipts from credit cards are unacceptable. The employee's judgment is to 
be used regarding baggage handling expenses. 
Lodging 
1. Lodging expenses (room+ tax charges) must be reported in the lodging column on the 
Employee Expense Report form and must be reported separately for each day in which 
lodging is being claimed. 
2. Original receipts must accompany claims for reimbursement. Receipts from credit cards are 
unacceptable, as are photocopied or duplicated receipts. Canceled checks are unacceptable. 
3. If registration or lodging receipts are lost, it will be necessary to obtain duplicate copies of 
the receipts from the hotel or motel for lodging expenses. If it is not possible to obtain a 
duplicate copy of the receipt, it will be necessary to submit a notarized affidavit. 
4. When the lodging receipt covers a staff member and other non-university employees, the 
staff member can claim only the single room rate. 
5. Business telephone calls included in the lodging must be claimed separately under the "other 
expense" column of the Employee Expense Report form. Personal calls cannot exceed $2.00 
a night, cumulative total. 
6. When two or more staff members share a room and share the cost, a copy of the lodging 
receipt must accompany each staff member's claim, with the total of the lodging charges 
being divided equally. The original copy of the lodging receipt must accompany one of the 
claims. 
7. When a staff member shares a room with another party (not an employee) the original 
receipt must be adjusted to show that only the single room rate is being claimed for 
reimbursement. 
Special Expenses 
If expenses above the allowed amount are to be incurred, a Request to Incur Special Expenses 
form must be completed and sent to the Business Office. 
Advances 
If you need a cash advance for a trip you must: 
1. Complete a Travel Requisition form for each individual at least three weeks in advance of the 
trip and submit to Business Office. 
2. Complete a Request for Approval to Incur Special Expenses (if necessary) and submit to 
Business Office. 
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3 .  C o m p l e t e  a n  E m p l o y e e  E x p e n s e  R e p o r t  f o r m  a t  l e a s t  t w o  w e e k s  i n  a d v a n c e  a n d  s u b m i t  t o  
B u s i n e s s  O f f i c e .  
T o  o b t a i n  a  t r a v e l  a d v a n c e  a n t i c i p a t e d  o u t - o f - p o c k e t  e x p e n s e s  m u s t  b e  i n  e x c e s s  o f  $ 5 0 .  T h e  
T r a v e l  R e q u i s i t i o n  a n d  E m p l o y e e  E x p e n s e  R e p o r t  m u s t  b e  s u b m i t t e d  a t  l e a s t  t w o  w e e k s  i n  
a d v a n c e  o f  t h e  t r i p .  I f  a p p r o v e d ,  a  c h e c k  w i l l  b e  i s s u e d .  A f t e r  t h e  t r i p  i s  c o m p l e t e d ,  a n  E m p l o y e e  
E x p e n s e  R e p o r t  f o r m  w i t h  o r i g i n a l  r e c e i p t s  a t t a c h e d  m u s t  b e  c o m p l e t e d  w i t h i n  5  d a y s  a n d  
s u b m i t t e d  t o  t h e  B u s i n e s s  O f f i c e  f o r  s e t t l e m e n t .  I f  a d v a n c e s  a r e  n o t  s e t t l e d  w i t h i n  3 0  d a y s ,  t h e  
s t a t e  w i l l  i n i t i a t e  a  d e d u c t i o n  f r o m  t h e  i n d i v i d u a l ' s  p a y c h e c k  f o r  t h e  t o t a l  a m o u n t  o f  t h e  a d v a n c e  
( p l e a s e  n o t e  t h e  E m p l o y e e  E x p e n s e  R e p o r t  s i g n a t u r e  l i n e ) .  [ M & C  5 1 1 5 / 9 2 ]  
V E H I C L E  U S E  A N D  O P E R A T I O N  
A u t h o r i z e d  U s e  
O n l y  a u t h o r i z e d  d r i v e r s  a r e  p e r m i t t e d  t o  d r i v e  s t a t e  v e h i c l e s .  A u t h o r i z e d  d r i v e r s  a r e  d e f i n e d  a s  
s t a t e  e m p l o y e e s ,  c o n t r a c t  e m p l o y e e s  ( i f  t h e  a u t h o r i z a t i o n  t o  d r i v e  a  s t a t e  v e h i c l e  i s  s p e c i f i c a l l y  
p r o v i d e d )  a n d  s t u d e n t s  o n  s t a t e  p a y r o l l .  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 ,  p h o n e  
2 3 6 - 2 1 5 6 .  
V e h i c l e  O p e r a t i o n  
T h e  u n i v e r s i t y  h a s  t w e l v e - p a s s e n g e r  v a n s ,  f i f t e e n - p a s s e n g e r  v a n s ,  s t a t i o n - w a g o n s ,  a n d  s e d a n s  f o r  
u s e  b y  e m p l o y e e s  c o n d u c t i n g  u n i v e r s i t y - r e l a t e d  b u s i n e s s .  T o  r e s e r v e  a  v e h i c l e  f o r  a  s p e c i f i c  d a y ,  
c o m p l e t e  a  T r a v e l  R e q u i s i t i o n  a n d  t h e n  c a l l  t h e  M a i n t e n a n c e  D e p a r t m e n t  O f f i c e ,  p h o n e  
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ABSENCE FROM DUTY 
It is the responsibility of each faculty member to report his/her temporary absence from duty. 
Application for absence from duty for unclassified employees is made on a Request for Paid 
Leave of Absence form available in the Human Resources Office or from the employee's 
department chairperson or supervisor. The completed form is to be submitted to the chairperson 
for processing. Questions concerning absence from duty can be directed to the appropriate 
supervisor or the Human Resources Office, phone 236-2157, Owens 210. [M&C 5/15/92] 
APPOINTMENT 
Unclassified faculty at MSUM are appointed to approved vacant allocations based on criteria 
including degrees, education, and experience in categories which include fixed term, adjunct, 
probationary, and tenured. MSUAASF employees are normally assigned prescribed position 
ranges and IFO members to a professional rank. The criteria for appointment are prescribed in 
Article 12 of the MSUAASF/MnSCU Agreement and Article 21 of the IFO/MnSCU Agreement. 
In addition, appointment procedures must follow the steps established in the MSUM 
"Recruitment and Hiring Guidelines." [M&C 5/15/92] 
ARBITRATION 
Arbitration is the final step in the grievance procedure as defined in the IFO/MnSCU Agreement, 
Article 25, Step IV and MSUAASF/MnSCU Agreement, Article 25, Section D. 
[M&C 5115/92] 
BARGAINING UNITS FOR CLASSIFIED STAFF 
Classified civil service employees at MSUM who do not occupy confidential positions and 
whose employment equals or exceeds 14 hours per week, or 35 percent of a 40-hour work week, 
for 67 days or more per year, have been assigned to one of seven bargaining units by the bureau 
of mediation services. The organizations listed here have been certified as the exclusive 
representatives for the following bargaining units by the director of mediation services. 
Bargaining Unit 
Unit 202, Maintenance and Labor 
Unit 203, Service 
Unit 206, Clerical and Office 
Unit 207, Technical 
Unit 214, Professional 
Unit 216, Supervisory 
Certified Representative 
AFSCME, Council 6 
AFSCME, Council 6 
AFSCME, Council 6 
AFSCME, Council6 
Minn. Assoc. of Prof. Empl. 
Middle Management Assoc. 
Since exclusive representatives negotiate each bargaining unit's employment conditions, salary, 
and benefits, it is recommended that each employee refer to the appropriate bargaining unit 
agreement for additional information. All faculty and staff should contact the Human Resources 
Office, phone 236-2157, Owens 210, for clarification and counseling on matters pertaining to 
classified contract administration , labor relations, and grievance matters. [M&C 51 15/92] 
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C O M M I T T E E S  
T h e  c o m m i t t e e  s t r u c t u r e  a t  M i n n e s o t a  S t a t e  U n i v e r s i t y  M o o r h e a d  i s  d e s i g n e d  t o  p r o v i d e  t h e  u s e  
o f  e x p e r t i s e  i n  p l a n n i n g  a n d  d e c i s i o n  m a k i n g .  B y  s e r v i n g  o n  c o m m i t t e e s ,  m e m b e r s  c o n t r i b u t e  t o  
r e c o m m e n d a t i o n s  t h a t  a s s i s t  i n  c a r r y i n g  o u t  t h e  m i s s i o n  o f  t h e  U n i v e r s i t y .  
I .  D e f i n i t i o n s  
A .  C o m m i t t e e .  A  c o m m i t t e e  i s  a  g r o u p  o f  p e o p l e  w i t h  a  d e f i n e d  m e m b e r s h i p  
a p p o i n t e d  a n n u a l l y  ( o r  a s  o t h e r w i s e  n o t e d )  t o  p r o v i d e  e x p e r t i s e  a n d  
r e c o m m e n d a t i o n s  i n  a  p r e s c r i b e d  a r e a  o f  o n g o i n g  U n i v e r s i t y  a c t i v i t y .  
1 .  U n i v e r s i t y  C o m m i t t e e .  A  c o m m i t t e e  t h a t  i s  a p p o i n t e d  t o  c o n s i d e r  a r e a s  a n d  
a c t i v i t i e s  t h a t  h a v e  t h e  p o t e n t i a l  t o  a f f e c t  t h e  a c a d e m i c  c o m m u n i t y  a s  a  w h o l e .  
2 .  P r o g r a m m a t i c  C o m m i t t e e .  A  c o m m i t t e e  t h a t  i s  a p p o i n t e d  t o  c o n s i d e r  
c u r r i c u l a r  i s s u e s  o f  p r o g r a m s  t h a t  a r e  a p p r o v e d  t h r o u g h  t h e  e s t a b l i s h e d  
i n s t i t u t i o n a l  p r o c e s s  a n d  f o r  w h i c h  t w o  o r  m o r e  d e p a r t m e n t s  a r e  r e s p o n s i b l e  f o r  
o f f e r i n g  t h e  r e q u i s i t e  c o u r s e w o r k .  
3 .  D e p a r t m e n t a l  C o m m i t t e e .  A  c o m m i t t e e  a p p o i n t e d  b y  t h e  d e p a r t m e n t  t o  c o n s i d e r  
i s s u e s  i n t e r n a l  t o  t h e  d e p a r t m e n t  o r  t o  m a k e  r e c o m m e n d a t i o n s  o n  b e h a l f  o f  t h e  
d e p a r t m e n t  a s  a  w h o l e .  
4 .  S t u d e n t  A f f a i r s  C o m m i t t e e .  A  c o m m i t t e e ,  a  m a j o r i t y  o f  w h o m  a r e  s t u d e n t s ,  
t h a t  c o n s i d e r s  a r e a s  a n d  a c t i v i t i e s  o f  p r i m a r y  i m p o r t a n c e  t o  s t u d e n t s  a n d  m a k e s  
r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t  o r  h i s / h e r  d e s i g n e e  c o n c e r n i n g  t h e  s a m e .  
B .  T a s k  F o r c e .  A  t a s k  f o r c e  i s  a  g r o u p  o f  p e o p l e  a p p o i n t e d  t o  m a k e  r e c o m m e n d a t i o n s  
t o  t h e  P r e s i d e n t  a b o u t  a n  i n s t i t u t i o n a l  c o n c e r n .  U p o n  s u b m i s s i o n  a n d  
a c k n o w l e d g m e n t  o f  r e c o m m e n d a t i o n s  a  t a s k  f o r c e  c e a s e s  t o  e x i s t .  
I I .  A p p o i n t m e n t  
A .  A l l  c o m m i t t e e s  a r e  a p p o i n t e d  i n  c o m p l i a n c e  w i t h  e x i s t i n g  c o l l e c t i v e  b a r g a i n i n g  
a g r e e m e n t s  a n d  e s t a b l i s h e d  U n i v e r s i t y  p r o c e d u r e s .  
B .  T o  i n s u r e  c o n t i n u i t y ,  t h e  t e r m  f o r  m o s t  n o n - s t u d e n t  c o m m i t t e e  a p p o i n t m e n t s  s h a l l  
b e  J a n u a r y  1  - J a n u a r y  1 ,  t w o - y e a r  t e r m s .  T h e  e x c e p t i o n  a r e :  1 )  t h e  I n s t i t u t i o n a l  
R e v i e w  B o a r d  ( I R B )  h a s  t h r e e - y e a r  r e v o l v i n g  t e r m s  f o r  f a c u l t y ,  a n d  2 )  t h e  
S t r a t e g i c  P l a n n i n g  C o m m i t t e e  ( S P C )  a n d  t h e  S t r a t e g i c  B u d g e t  C o m m i t t e e  ( S B C )  
h a v e  t h r e e - y e a r  s t a g g e r e d  t e r m s  f o r  n o n - s t u d e n t  m e m b e r s .  
C .  U n i v e r s i t y  C o m m i t t e e s  h a v e  a  d e f i n e d  m e m b e r s h i p  p r e s c r i b e d  a n d  e s t a b l i s h e d  b y  
m u t u a l  a g r e e m e n t  o f  t h e  f a c u l t y  a s s o c i a t i o n s  a n d  t h e  a d m i n i s t r a t i o n .  F a c u l t y  
m e m b e r s  o f  t h o s e  c o m m i t t e e s  a r e  a p p o i n t e d  b y  t h e  r e l e v a n t  f a c u l t y  a s s o c i a t i o n  
( I F O / M S U A A S F )  a f t e r  c o n s u l t a t i o n  w i t h  t h e  P r e s i d e n t .  M e m b e r s h i p  m a y  i n c l u d e  
s t u d e n t s  a n d / o r  a d m i n i s t r a t o r s  a n d / o r  s t a f f .  
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D. Programmatic Committees are composed of representatives from the departments 
that offer the requisite coursework for the program. Faculty are appointed upon 
the recommendation of the President or his/her designee in consultation with the 
Faculty Associations. 
5 
E. Departmental Committees are appointed through procedures democratically agreed 
upon by the department. (See A. above) 
F. Student Affairs ~ommittees are appointed by the President or his/her designee in 
consultation with the Student Senate. Membership may include faculty and/or staff 
as well as administrators responsible for the area of consideration. 
G. Task Forces are appointed by the President after appropriate consultation with the 
relevant collective bargaining units. 
H. Student members on committees are chosen by the Council on Committees with 
the approval of the Student Senate. Students will be appointed in the spring/fall 
(awaiting a recommendation from the Student Senate) and serve for an academic 
year. 
I. Committee members from classified staff are selected by AFSCME. 
J. Faculty elect representatives to the APAC, the SPC, and the SBC. All other 
groups follow the usual recommendation and appointment procedures. 
K. The continued need for the three independent committees: Liberal Studies, Liberal 
Studies Assessment, Institutional Assessment, should be reexamined in two years 
time. 
III. Authority- Responsibility 
A. All committees and task forces are advisory to the President or his/her designee. 
B. Minutes of all committee meetings should be filed with the President or the person 
to whom the committee reports and the presidents of the faculty associations 
(IFO/MSUAASF), AFSCME, and Student Senate. 
C. All committees and task forces shall file an annual report with the President or 
his/her designee and the presidents of the faculty associations (IFO/MSUAASF), 
AFSCME, and Student Senate. A complete set of minutes should be attached to 
the annual report and sent to MSU Moorhead archives. 
IV. Procedures 
A. Suggest that each committee conducts an orientation annually that reviews such 
items as committee structure, mission, goals, how they will choose to operate and 
organize themselves throughout the academic year. 
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B .  I n s u r e  t h a t  c o m m i t t e e  c h a i r s  a r e  s e n s i t i v e  t o  t h e  i s s u e s  o f  s t u d e n t ' s  r o l e s  a n d  
r e s p o n s i b i l i t i e s  w i t h i n  t h e  c o m m i t t e e ;  s o l i c i t i n g  i n f o r m a t i o n  s u c h  a s  c l a s s  
s c h e d u l e s / w o r k  s c h e d u l e s  f r o m  i n d i v i d u a l  s t u d e n t s  t h a t  w i l l  a l l o w  t h e m  t h e  
m a x i m u m  o p p o r t u n i t y  f o r  i n v o l v e m e n t  i n  t h e  c o m m i t t e e .  
C .  W h e n  o r g a n i z i n g  m e e t i n g s  a n d  d i s t r i b u t i n g  i n f o r m a t i o n ,  t o  b e  m i n d f u l  t h a t  s t u d e n t  
s e n a t e  i s  n o t  i n  o p e r a t i o n  o v e r  b r e a k s  o r  i n  t h e  s u m m e r .  T h i s  i s s u e  i s  p a r t i c u l a r l y  
i m p o r t a n t  w h e n  t h e  s t u d e n t  a s s o c i a t i o n  i s  t o  b e  c o n s u l t e d  i n  t h e  a c t i v i t i e s  a n d  
d e c i s i o n  m a k i n g  o f  a n y  u n i v e r s i t y  a c t i o n .  
P r o g r a m m a t i c  C o m m i t t e e s  
A s i a n  S t u d i e s  
C r i m i n a l  J u s t i c e  
C u r r i c u l u m  a n d  I n s t r u c t i o n  
E d u c a t i o n a l  S t u d i e s  
E n g l i s h  a s  a  S e c o n d  L a n g u a g e  ( E S L )  
E u r o s p r i n g  
G e r o n t o l o g y  P r o g r a m  
H u m a n  R e l a t i o n s  
I n d i a n  E d u c a t i o n  C o u n c i l  
I n d i a n  S t u d i e s  
I n s t i t u t i o n a l  A n i m a l  C a r e  a n d  U s e  
S t u d e n t  A f f a i r s  C o m m i t t e e s  
B o o k s t o r e  
C o m s t o c k  M e m o r i a l  U n i o n  
C o u n c i l  o n  C o m m i t t e e s  
S t u d e n t  A c t i v i t i e s  B u d g e t  
U n i v e r s i t y  C o m m i t t e e s  
A c a d e m i c  A p p e a l s  
A c a d e m i c  P o l i c y  A d v i s o r y  C o m m i t t e e  
A D A  A d v i s o r y  
A d m i s s i o n s  a n d  A d v i s i n g  
A f f i r m a t i v e  A c t i o n / T i t l e  I X  
C u l t u r a l  D i v e r s i t y  
E n r o l l m e n t  M a n a g e m e n t  
E n v i r o n m e n t a l  H e a l t h  a n d  S a f e t y  
F a c i l i t i e s  a n d  G r o u n d s  
F a c u l t y  D e v e l o p m e n t  
F i n a n c i a l  A i d  a n d  S c h o l a r s h i p  A d v i s o r y  
F i n a n c i a l  A i d  a n d  S u s p e n s i o n  A p p e a l s  
G l o b a l  S t u d i e s  a n d  I n t e r n a t i o n a l  A f f a i r s  
G r a d u a t e  S t u d i e s  
I n s t r u c t i o n a l  R e s o u r c e s  A d v i s o r y  
L e g a l  S t u d i e s  
M a n a g e m e n t  I n f o r m a t i o n  S y s t e m s  ( M I S )  
M a s t e r  o f  L i b e r a l  A r t s  
M a s t e r  o f  P u b l i c  a n d  H u m a n  S e r v i c e  
A d m i n i s t r a t i o n  
P r e - P r o f e s s i o n a l  A d v i s o r y  
R a d i o i s o t o p e  S a f e t y  
S o c i a l  S t u d i e s  
T e a c h e r  P r e p a r a t i o n  
W o m e n ' s  S t u d i e s  
S t u d e n t  A c t i v i t y  F e e  R e v i e w  C o m m i t t e e  
S t u d e n t  C o n d u c t  
S t u d e n t  H e a l t h  A d v i s o r y  
S t u d e n t  O r g a n i z a t i o n  A d v i s o r y  
H o n o r s  P r o g r a m  
I n s t i t u t i o n a l  A s s e s s m e n t  
I n s t i t u t i o n a l  O u t r e a c h  
I n s t i t u t i o n a l  R e v i e w  B o a r d  
L i b e r a l  S t u d i e s  
P a r k i n g  
S c h o l a r s h i p  A w a r d i n g  
S t r a t e g i c  B u d g e t  
S t r a t e g i c  P l a n n i n g  
S t u d e n t  C o m p u t e r  F e e  
T e c h n o l o g y  
T u i t i o n  R e f u n d  A p p e a l s  
U n i v e r s i t y  E v e n t s  
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CONSULTATION 
Faculty members are permitted to engage in consultation consistent with the standards set forth 
in the IFO/MnSCU Agreement, Article 27, Section C, Subd. 1, as follows: 
Subd. lc. During a period of full-time employment, a faculty member shall not receive either an 
annual retaining fee or a regular salary from any external source unless the arrangement has been 
approved in advance by the President/designee. This provision does not apply to such things as 
the writing of books or articles, the creation of computer software or artistic works, or the giving 
of occasional speeches or consultations. 
Subd. ld. A full-time faculty member serving as a regular paid consultant or staff member for 
another Minnesota state agency shall do so with an appropriate leave of absence and deduction of 
pay at the university. 
DEPARTMENT CHAIRPERSONS 
Departmental chairpersons are nominated by the department and appointed by the President for a 
3-year term to provide academic and administrative coordination and to foster an environment 
which enhances individual and departmental growth and development. Full responsibilities and 
guidelines for chairperson selection and activities are detailed in the IFO/MnSCU Agreement, 
Article 20, Sections 
B-H and J. 
DEPARTMENTS 
The President may, after meeting and conferring, designate or redefine academic departments and 
programs consistent with the university's mission and scope of academic activity. All faculty 
members shall be members of at least one department. Departments operate through a democratic 
process and in a manner consistent with university procedures and policies as defined in the 
IFO/MnSCU Agreement, Article 20, Section A. 
DISCIPLINARY ACTION 
Disciplinary action may be taken for just cause and the burden of proof lies with the employer. 
Normally disciplinary action shall be progressive, beginning with oral reprimand, proceeding to 
written reprimand, then to suspension, and finally to dismissal as prescribed in the IFO/MnSCU 
Agreement, Article 24, Section A and the MSUAASF/MnSCU Agreement, Article 23. 
EMPLOYEE LIABILITY 
Security Against Loss 
All employees of the state, acting in an official capacity within the scope of their lawful duties, 
are protected by the Tort Liability Act in Minnesota Statutes 3.732-3.736. This indemnification 
is stated as follows in M.S. 3.736, subd. 9: 
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" T h e  S t a t e  o f  M i n n e s o t a  s h a l l  d e f e n d ,  s a v e  h a r m l e s s ,  a n d  i n d e m n i f y  a n y  e m p l o y e e  o f  t h e  S t a t e  
a g a i n s t  a n y  t o r t  c l a i m  o r  d e m a n d ,  w h e t h e r  g r o u n d l e s s  o r  o t h e r w i s e ,  a r i s i n g  o u t  o f  a n  a l l e g e d  a c t  
o r  o m i s s i o n  i f  t h e  e m p l o y e e  p r o v i d e s  c o m p l e t e  d i s c l o s u r e  a n d  c o o p e r a t i o n  i n  t h e  d e f e n s e  o f  t h e  
c l a i m  o r  d e m a n d  . . .  a n d  i f ,  e x c e p t  f o r  e l e c t e d  e m p l o y e e s ,  t h e  e m p l o y e e ' s  a p p o i n t i n g  a u t h o r i t y  
c e r t i f i e s  t h a t  t h e  e m p l o y e e  w a s  a c t i n g  w i t h i n  t h e  s c o p e  o f  h i s  e m p l o y m e n t .  T h i s  d e t e r m i n a t i o n  
m a y  b e  o v e r r u l e d  b y  t h e  a t t o r n e y  g e n e r a l .  T h i s  s u b d i v i s i o n  d o e s  n o t  a p p l y  i n  c a s e s  o f  
m a l f e a s a n c e  i n  o f f i c e  o r  w i l l f u l  o r  w a n t o n  n e g l e c t  o f  d u t y . "  [ M & C  5 / 1 5 / 9 2 ]  
F A M I L Y  A N D  M E D I C A L  L E A V E  A C T  ( F M L A )  O F  1 9 9 3  
-
F M L A  r e q u i r e s  t h e  e m p l o y e r  t o  p r o v i d e  u p  t o  1 2  w e e k s  o f  u n p a i d ,  j o b - p r o t e c t e d  l e a v e  t o  
" e l i g i b l e "  e m p l o y e e s  f o r  c e r t a i n  f a m i l y  a n d  m e d i c a l  r e a s o n s .  E m p l o y e e s  a r e  e l i g i b l e  i f  t h e y  h a v e  
w o r k e d  f o r  t h e  S t a t e  o f  M i n n e s o t a  f o r  a t  l e a s t  o n e  y e a r  a n d  f o r  1 , 2 5 0  h o u r s  o f  t h e  p r e v i o u s  1 2  
m o n t h s .  
U n p a i d  l e a v e  m u s t  b e  g r a n t e d  f o r  a n y  o f  t h e  f o l l o w i n g  r e a s o n s :  
•  F o r  t h e  b i r t h  o f  a n  e m p l o y e e ' s  c h i l d ,  a n d  t o  c a r e  f o r  s u c h  c h i l d ,  
•  F o r  t h e  p l a c e m e n t  o f  a  c h i l d  f o r  a d o p t i o n ,  o r  f o s t e r  c a r e  f o r  a  c h i l d ,  
•  T o  c a r e  f o r  t h e  e m p l o y e e ' s  s p o u s e ,  s o n  o r  d a u g h t e r ,  o r  p a r e n t  w h o  h a s  a  s e r i o u s  h e a l t h  
c o n d i t i o n ,  o r  
•  F o r  s e r i o u s  h e a l t h  c o n d i t i o n  t h a t  m a k e s  t h e  e m p l o y e e  u n a b l e  t o  p e r f o r m  t h e  e m p l o y e e ' s  j o b .  
A t  t h e  e m p l o y e e ' s  o r  e m p l o y e r ' s  o p t i o n ,  c e r t a i n  k i n d s  o f  l e a v e  m a y  b e  s u b s t i t u t e d  f o r  u n p a i d  
l e a v e .  
A d v a n c e  N o t i c e  a n d  M e d i c a l  C e r t i f i c a t i o n :  T h e  e m p l o y e e  m a y  b e  r e q u i r e d  t o  p r o v i d e  a d v a n c e  
l e a v e  n o t i c e  a n d  m e d i c a l  c e r t i f i c a t i o n .  T a k i n g  o f  l e a v e  m a y  b e  d e n i e d  i f  r e q u i r e m e n t s  a r e  n o t  
m e t .  
•  T h e  e m p l o y e e  o r d i n a r i l y  m u s t  p r o v i d e  3 0  d a y s  a d v a n c e  n o t i c e  w h e n  t h e  l e a v e  i s  
" f o r e s e e a b l e . "  
•  A n  e m p l o y e r  m a y  r e q u i r e  m e d i c a l  c e r t i f i c a t i o n  t o  s u p p o r t  a  r e q u e s t  f o r  l e a v e  b e c a u s e  
o f  a  s e r i o u s  h e a l t h  c o n d i t i o n ,  a n d  m a y  r e q u i r e  s e c o n d  o r  t h i r d  o p i n i o n s  ( a t  t h e  
e m p l o y e r ' s  e x p e n s e )  a n d  a  f i t n e s s  f o r  d u t y  r e p o r t  t o  r e t u r n  t o  w o r k .  
J o b  B e n e f i t s  a n d  P r o t e c t i o n :  
•  F o r  t h e  d u r a t i o n  o f  a  F M L A  q u a l i f y i n g  l e a v e ,  t h e  e m p l o y e r  m u s t  m a i n t a i n  t h e  
e m p l o y e e ' s  h e a l t h  c o v e r a g e  u n d e r  a n y  " g r o u p  h e a l t h  p l a n . "  
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• Upon return from a FMLA qualifying leave, most employees must be restored to their 
original or equivalent positions with equivalent pay, benefits, and other employment 
terms. 
• The use of FMLA leave cannot result in the loss of any employment benefit that 
accrued prior to the start of an employee's leave. 
Unlawful Acts by Employers: FMLA makes it unlawful for any employer to: 
• Interfere with, restrain, or deny the exercise of any right provided under FMLA; 
• Discharge or discriminate against any person for opposing any practice made unlawful 
by FMLA or for involvement in any proceeding under or relating to FMLA. 
Enforcement: 
• The U.S. Department of Labor is authorized to investigate and resolve complaints of 
violations. 
• An eligible employee may bring a civil action against an employer for violations. 
FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state 
or local law or collective bargaining agreement which provides greater family or medical leave 
rights. 
For additional information, contact the Human Resources Office, Owens 210. 
GRADUATE FACULTY APPOINTMENT AND REVIEW POLICY 
A. The Purpose for Selection and Review of Graduate Faculty 
The quality of the graduate degrees granted by MSUM depends upon the qualifications and 
expertise of faculty involved in the entire graduate educational experience. Selection and 
review of Graduate Faculty is designed to account for quality, expertise, and participation 
in graduation education. 
B. Rights, Privileges, and Responsibilities of Graduate Faculty 
Only Graduate Faculty shall be eligible to teach graduate courses (600 & 700 level), advise 
graduate students, chair graduate student committees, serve on graduate student 
committees, and be appointed to the Graduate Studies Committee. 
C. Criteria for Appointment to the Graduate Faculty 
1 0  P e r s o n n e l  P o l i c i e s  a n d  P r o c e d u r e s  
I n  o r d e r  t o  b e  a p p o i n t e d  t o  t h e  G r a d u a t e  F a c u l t y ,  f a c u l t y  m e m b e r s  m u s t  p r o v i d e  e v i d e n c e  
o f  a c h i e v e m e n t  o f  a c h i e v e m e n t  i n  a t  l e a s t  t h r e e  ( 3 )  o f  t h e  f o l l o w i n g  a r e a s ,  t w o  ( 2 )  o f  w h i c h  
m u s t  b e  f o r m  t h e  f i r s t  f o u r  ( 4 )  l i s t e d .  
1 .  H o l d i n g  a  t e r m i n a l  d e g r e e  i n  o n e ' s  f i e l d  ( u s u a l l y  a  d o c t o r a t e ) .  
2 .  S c h o l a r l y  p u b l i c a t i o n  o r  c r e a t i v e  a c t i v i t y  i n  o n e ' s  f i e l d .  
3 .  R e l e v a n t  p r o f e s s i o n a l  s e r v i c e  a n d  p r o f e s s i o n a l  d e v e l o p m e n t  a c t i v i t i e s  i n  
o n e ' s  f i e l d .  
4 .  O n - g o i n g  c l i n i c a l  o r  f i e l d - r e l a t e d  e x p e r i e n c e  a n d  e x p e r t i s e .  
( E x a m p l e s  a r e :  c o n s u l t i n g ,  p r o f e s s i o n a l  p r e s e n t a t i o n s  a n d / o r  r e p o r t s ,  r e s p o n s i b i l i t i e s  
i n  a  p r o f e s s i o n a l  a s s o c i a t i o n ,  p r o d u c t i v e  r e c e n t  a d v a n c e d  s t u d y ,  a n d  s o  f o r t h )  
5 .  S e r v i n g  a s  M a j o r  A d v i s o r  t o  g r a d u a t e  s t u d e n t s .  
6 .  T e a c h i n g  g r a d u a t e  l e v e l  c o u r s e s  ( 6 0 0  &  7 0 0  l e v e l )  a t  M S U M  o r  e l s e w h e r e .  
7 .  S e r v i c e  a s  a  m e m b e r  o f  g r a d u a t e  s t u d e n t  c o m m i t t e e s .  
8 .  S p e c i a l  o r  u n i q u e  q u a l i t i e s  c o n t r i b u t i n g  t o  a  p a r t i c u l a r  g r a d u a t e  c u r r i c u l u m .  
D .  C a t e g o r i e s  o f  G r a d u a t e  F a c u l t y  
T h e r e  s h a l l  b e  G r a d u a t e  F a c u l t y  a n d  T e m p o r a r y  G r a d u a t e  F a c u l t y .  T e m p o r a r y  G r a d u a t e  
F a c u l t y  s h a l l  n o t  b e  l i s t e d  i n  t h e  G r a d u a t e  B u l l e t i n .  R e c o r d s  o f  f a c u l t y  m e m b e r s  i n  t h e  t w o  
c a t e g o r i e s  s h a l l  b e  k e p t  b y  t h e  D i r e c t o r  o f  G r a d u a t e  S t u d i e s .  
E .  P r o c e d u r e s  f o r  S e l e c t i o n  a n d  R e v i e w  o f  G r a d u a t e  F a c u l t y  
1 .  E x c e p t  a s  i n d i c a t e d  i n  E ( 3 )  b e l o w ,  a p p o i n t m e n t  o r  r e a p p o i n t m e n t  t o  G r a d u a t e  F a c u l t y  
s t a t u s  s h a l l  b e  f o r  s i x  y e a r s .  F a c u l t y  m a y  a p p l y  b y  s u b m i t t i n g  a n  a p p l i c a t i o n  f o r m ,  a  
c u r r e n t  P D P ,  a  c u r r e n t  V i t a ,  a n d  a n y  o t h e r  d o c u m e n t s  t h e y  c o n s i d e r  r e l e v a n t .  
A p p l i c a t i o n s  m a y  b e  d o n e  c o n c u r r e n t l y  w i t h  t h e  P D P  r e v i e w s .  
2 .  T h e  a p p l i c a t i o n  m a t e r i a l s  s h a l l  b e  r e v i e w e d  b y  t h e  f a c u l t y  m e m b e r ' s  d e p a r t m e n t  a n d  
c h a i r .  T h e i r  a d v i s o r y  r e c o m m e n d a t i o n s ,  i f  a n y  s h a l l  b e  f o r w a r d e d  t o  t h e  D i r e c t o r  o f  
G r a d u a t e  S t u d i e s .  T h e  D i r e c t o r  o f  G r a d u a t e  S t u d i e s  s h a l l  o b t a i n  a d v i s o r y  
r e c o m m e n d a t i o n s  o n  t h e  a p p l i c a t i o n  f r o m  t h e  r e l e v a n t  G r a d u a t e  P r o g r a m  c o o r d i n a t o r  
( i f  a n y )  a n d  t h e  A c a d e m i c  D e a n  a s  w e l l  a s  f r o m  t h e  G r a d u a t e  S t u d i e s  C o m m i t t e e .  
S u b s e q u e n t l y ,  t h e  D i r e c t o r  o f  G r a d u a t e  S t u d i e s  w i l l  p r e p a r e  a  r e c o m m e n d a t i o n  a n d  
f o r w a r d  i t  a l o n g  w i t h  t h e  a p p l i c a t i o n  m a t e r i a l s  a n d  a l l  o t h e r  a d v i s o r y  r e c o m m e n d a t i o n s  
t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  E a c h  p r e p a r e r  o f  a n  a d v i s o r y  
r e c o m m e n d a t i o n  s h a l l  s e n d  a  c o p y  t o  t h e  a p p l i c a n t .  T h e  V i c e  P r e s i d e n t  s h a l l  f o r m a l l y  
g r a n t  o r  d e n y  a p p o i n t m e n t  t o  G r a d u a t e  F a c u l t y  s t a t u s .  
3 .  F a c u l t y  h i r e d  o n  a  t e n u r e  t r a c k  a p p o i n t m e n t  t o  t e a c h  g r a d u a t e  c o u r s e s  s h a l l  b e  
a p p o i n t e d  t o  t h e  G r a d u a t e  F a c u l t y  a n d  s h a l l  m a i n t a i n  s u c h  s t a t u s  f o r  t w o  y e a r s ,  d u r i n g  
w h i c h  t i m e  t h e y  m u s t  a p p l y  f o r  r e a p p o i n t m e n t  t o  G r a d u a t e  F a c u l t y  s t a t u s  a s  i n d i c a t e d  
i n  E ( l )  a n d  E ( 2 )  a b o v e .  
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4. Records of these reviews and decisjons shall be maintained by the Director of 
Graduate Studies. 
F. Appointment to Temporary Graduate Faculty 
Temporary Graduate Faculty shall be appointed by the Director of Graduate Studies for 
limited, short-term assignments upon recommendations from relevant Department Chair or 
Graduate Program Coordinator and Academic Dean. Normally, Temporary Graduate 
Faculty shall be so designated in order to provide special expertise on graduate student 
committees or to teach a graduate course on a limited or adjunct appointment. 
G. Appeals Procedure 
Any faculty member wishing to appeal decisions made under these policies and procedures 
shall notify the Director of Graduate Studies in writing and shall submit relevant 
information in support of the appeal. The Director of Graduate Studies shall notify the 
relevant Academic Dean, the Graduate Studies Committee, and the Vice President for 
Academic Affairs. The appeal shall be reviewed by the faculty member's Academic Dean, 
the Graduate Studies Committee, and the Vice President of Academic Affairs in the order 
indicated. Each reviewer shall forward the appeal with recommendation to the next 
reviewer. The President shall formally grant or deny appointment to Graduate Faculty 
status. Records of these appeals and decisions shall be maintained by the Director of 
Graduate Studies. 
GRIEVANCE PROCEDURE 
In the event a complaint arises between the employee and the employer which cannot be settled 
informally, a grievance procedure has been established, the terms and steps of which are 
described in the IFO/MnSCU Agreement, Article 28 and the MSUAASF/MnSCU Agreement, 
Article 25. 
IMMIGRATION REFORM AND CONTROL ACT 
The Federal Immigration Reform and Control Act of 1986 was signed by President Reagan on 
November 6, 1988. The law seeks to prevent employment of aliens not authorized to work by the 
Immigration and Naturalization Service (INS). The law states: "It is unlawful for a person or 
other entity to hire, or to recruit or refer for a fee, for employment in the United States or to 
continue to employ an alien, knowing the alien is an unauthorized alien .. with respect to such 
employment." 
There are three provisions of the law. They are: 
1. Amnesty Provisions. This portion of the law allows illegal aliens to apply for lawful 
permanent resident status under a variety of eligibility requirements. Aliens applying for 
this program will receive a temporary work authorization permit unti·l a final determination 
is made by INS. 
1 2  P e r s o n n e l  P o l i c i e s  a n d  P r o c e d u r e s  
2 .  E m p l o y e r  S a n c t i o n s .  T h i s  p o r t i o n  o f  t h e  l a w  p r o h i b i t s  t h e  e m p l o y m e n t  o f  a l i e n s  n o t  
a u t h o r i z e d  t o  w o r k .  T h i s  i n c l u d e s  t h e  " P a p e r w o r k  P r o v i s i o n s "  r e q u i r i n g  a n  e m p l o y e r  t o  
r e v i e w  a n d  r e t a i n  p r o p e r  d o c u m e n t a t i o n  t h a t  e a c h  a n d  e v e r y  e m p l o y e e  h i r e d  o n  o r  a f t e r  
N o v e m b e r  7 ,  1 9 8 6  d o e s  m e e t  c i t i z e n s h i p  o r  w o r k  a u t h o r i z a t i o n  r e q u i r e m e n t s .  
3 .  A n t i - D i s c r i m i n a t i o n  P r o v i s i o n s .  T h i s  p o r t i o n  p r o h i b i t s  d i s c r i m i n a t i o n  a g a i n s t  a l i e n s  w h o  
a r e  a u t h o r i z e d  t o  w o r k  i n  t h i s  c o u n t r y .  
E v e r y  U n i t e d  S t a t e s  w o r k e r  h i r e d  o n  o r  a f t e r  N o v e m b e r  6 ,  1 9 8 6  m u s t  p r e s e n t  d o c u m e n t s  t o  p r o v e  
i d e n t i t y  a n d  e m p l o y m e n t  a u t h o r i z a t i o n .  F a i l u r e  o f  e m p l o y e r s  t o  f o l l o w  t h e  r e q u i r e m e n t s  c o u l d  
r e s u l t  i n  p e n a l t i e s ,  i m p r i s o n m e n t  o r  b o t h .  
I n  c o m p l i a n c e  w i t h  t h e  I m m i g r a t i o n  R e f o r m  a n d  C o n t r o l  A c t  o f  1 9 8 6 .  M S U M  h i r e s  o n l y  U . S .  
C i t i z e n s  a n d  l a w f u l l y  a u t h o r i z e d  a l i e n  w o r k e r s .  T h i s  A c t  r e q u i r e s  e m p l o y e r s  t o  c o m p l e t e  a  
v e r i f i c a t i o n  f o r m  ( F o r m  I - 9 )  f o r  a l l  e m p l o y e e s  h i r e d  a f t e r  N o v e m b e r  6 ,  1 9 8 6 .  T h i s  f o r m  m u s t  b e  
c o m p l e t e d  w i t h i n  t h r e e  b u s i n e s s  d a y s  o f  t h e  d a t e  o f  h i r e ,  a n d  t h e  e m p l o y e r  m u s t  p h y s i c a l l y  
e x a m i n e  d o c u m e n t a t i o n  f r o m  t h e  i n d i v i d u a l  e s t a b l i s h i n g  i d e n t i t y  a n d  e m p l o y m e n t  e l i g i b i l i t y .  T h e  
U n i v e r s i t y  H u m a n  R e s o u r c e s  O f f i c e ,  p h o n e  2 3 6 - 2 1 5 7 ,  O w e n s  2 1 0 ,  w i l l  p r o v i d e  f u r t h e r  
i n f o r m a t i o n  r e g a r d i n g  t h e  p r o v i s i o n s  o f  t h e  A c t  a n d  e m p l o y e r / e m p l o y e e  r e s p o n s i b i l i t i e s .  
I N S U R A N C E  
T h e  p r o s p e c t i v e  e m p l o y e e  s h o u l d  t a k e  t h e  o p p o r t u n i t y  t o  e x p l o r e  h e a l t h  c o v e r a g e  w i t h  a  m e m b e r  
o f  t h e  H u m a n  R e s o u r c e s  O f f i c e  .  T h e  E m p l o y e r  a g r e e s  t o  o f f e r  a  G r o u p  I n s u r a n c e  P r o g r a m  t h a t  
i n c l u d e s  h e a l t h ,  d e n t a l ,  l i f e ,  a n d  d i s a b i l i t y  c o v e r a g e s .  T h e r e  a r e  a  v a r i e t y  o f  o p t i o n s  f o r  t h e  
e m p l o y e e  a n d  h i s / h e r  d e p e n d e n t s .  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  1 4  a n d  M S U A A S F / M n S C U  
A g r e e m e n t ,  A r t i c l e  1 3 .  
L E A V E S  
R e g u l a t i o n s  r e l a t e d  t o  l e a v e s  f o r  u n c l a s s i f i e d  e m p l o y e e s  a r e  f o u n d  i n  t h e  c u r r e n t  a n d  a p p r o p r i a t e  
b a r g a i n i n g  u n i t  a g r e e m e n t s  ( I F O / M n S C U  A g r e e m e n t ,  A r t i c l e s  1 7  a n d  1 8 ;  M S U A A S F / M n S C U  
A g r e e m e n t ,  A r t i c l e s  1 8  a n d  1 9 ) .  F o r  u n c l a s s i f i e d  e m p l o y e e s  n o t  c o v e r e d  b y  e i t h e r  c o l l e c t i v e  
b a r g a i n i n g  a g r e e m e n t s ,  t h e  M n S C U  r e g u l a t i o n s  w i l l  a p p l y .  T h e  p r o v i s i o n s  o f  t h e  l a b o r  
a g r e e m e n t s  a n d  t h e  M n S C U  B o a r d  r e g u l a t i o n s  a f f e c t  s u c h  a r e a s  a n  a n n u a l  l e a v e ,  s i c k  l e a v e ,  
e m e r g e n c y  l e a v e ,  b e r e a v e m e n t  l e a v e ,  m i l i t a r y  l e a v e ,  c o u r t  r e l a t e d  l e a v e s ,  s a b b a t i c a l  l e a v e  w i t h  
p a y ,  a n d  o t h e r  l e a v e s  o f  a b s e n c e  w i t h o u t  p a y .  
L E G A L  A S S I S T A N C E  
T h e  u n i v e r s i t y  r e c e i v e s  l e g a l  g u i d a n c e  a n d  a d v i c e  f r o m  t h e  S t a t e  A t t o r n e y  G e n e r a l ' s  O f f i c e .  
R e q u e s t s  f o r  i n f o r m a t i o n  a n d / o r  q u e s t i o n s  o f  a  l e g a l  n a t u r e  s h o u l d  b e  r e f e r r e d  t o  t h e  O f f i c e  o f  
A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 8 ,  p h o n e  2 3 6 - 2 0 7 3 .  [ M & C  5 / 1 5 / 9 2 ]  
Personnel Policies and Procedures 13 
MEET AND CONFER 
Meet and Confer is the exchange of views and concerns between employers and their respective 
employees at meetings scheduled for this purpose in accordance with the IFO/MnSCU 
Agreement, Article 6, Section Band MSUAASF/MnSCU Agreement, Article 7, Section Band 
the applicable provision of P.E.L.R.A. 
MISCONDUCT IN RESEARCH OR SCHOLARLY ACTIVITY 
I. Philosophy 
MSUM is committed to integrity in research or scholarly activity by faculty and staff and will 
deal promptly and fairly with any allegation of misconduct in research pursuant to the following 
procedures administered by the Vice President of Academic Affairs (VPAA), President of the 
MSUM Faculty Association, or chief representative of any appropriate bargaining unit of the 
involved individuals and appropriate Dean or Vice President (hereafter referred to as Screening 
Committee). 
II. Definition 
Academic misconduct involves some form of fraudulent behavior that entails an act of deception 
whereby one's work or the work of others is misrepresented. Misconduct is distinguished from 
honest error and from ambiguities of interpretation that are inherent in the scientific process. 
Further, misconduct involves significant breaches of research integrity that may take numerous 
forms such as, but not limited to, those outlined below: 
A. Fabrication and Falsification of Data 
Fabrication and falsification of data ranges from creating data to deceptive selective 
reporting of findings and purposeful omission of conflicting data. 
B. Improprieties of Authorship 
Plagiarism and other improper assignment of credit such as excluding others, or claiming 
the work of another as one's own. 
C. Misappropriation of Other's Ideas 
Unauthorized use of information or influence gained by privileged access, such as service 
on peer review panels, editorial boards and policy boards of research funding 
organizations. 
D. Violation of Generally Accepted Research Practices 
Intentional manipulation of experiments to obtain biased results; improper statistical 
analytical manipulations. 
E. Violation of Federal, State, or University Rules Governing Research or Scholarly Activity 
Including, but not limited to, those regarding use of funds, care of animals, human subjects, 
investigational drugs, DNA, new devices, and radioactive, biological, or chemical 
materials. 
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F .  I n a p p r o p r i a t e  B e h a v i o r  i n  R e l a t i o n  t o  M i s c o n d u c t  
I n c l u d e s  i n a p p r o p r i a t e  a c c u s a t i o n  o f  m i s c o n d u c t ,  w i t h h o l d i n g  o r  d e s t r u c t i o n  o f  i n f o r m a t i o n  
r e l e v a n t  t o  a  c l a i m  o f  m i s c o n d u c t ,  a n d  r e t a l i a t i o n  a g a i n s t  p e r s o n s  i n v o l v e d  i n  t h e  
a l l e g a t i o n s  o r  i n v e s t i g a t i o n  o f  m i s c o n d u c t .  
i l l .  C o m p l i a n c e  
A l l  p r o c e d u r e s  u s e d  i n  i n v e s t i g a t i n g  m i s c o n d u c t  m u s t  b e  i n  c o m p l i a n c e  w i t h  t h e  a p p r o p r i a t e  
b a r g a i n i n g  u n i t  a g r e e m e n t  a n d  a p p l i c a b l e  s t a t e  a n d  f e d e r a l  l a w s .  
I V .  D i s p o s i t i o n  o f  A l l e g a t i o n s  
A .  I n i t i a l  P h a s e  
1 .  Q u e s t i o n s  a b o u t ,  o r  s u s p i c i o n s  o f ,  m i s c o n d u c t  i n  r e s e a r c h  o r  s c h o l a r l y  a c t i v i t y  s h o u l d  
b e  b r o u g h t  t o  t h e  a t t e n t i o n  o f  t h e  V P A A  f o r  c o n f i d e n t i a l  c o u n s e l i n g  a n d  p o s s i b l e  
i n f o r m a l  r e s o l u t i o n .  
2 .  O f f i c i a l  a l l e g a t i o n s  o f  m i s c o n d u c t  s h a l l  b e  p r e s e n t e d  t o  t h e  S c r e e n i n g  C o m m i t t e e  i n  
w r i t i n g .  T h e  S c r e e n i n g  C o m m i t t e e  w i l l  a c k n o w l e d g e  a l l e g a t i o n s  i n  w r i t i n g  t o  t h e  
p e r s o n  o r  p e r s o n s  b r i n g i n g  c h a r g e s .  A  c o p y  o f  t h e  w r i t t e n  a l l e g a t i o n s  s h a l l  b e  p r o v i d e d  
t o  t h e  s u b j e c t  o f  t h e  i n q u i r y .  
B .  R e v i e w  a n d  D e c i s i o n  o f  I n i t i a l  F i n d i n g s  
1 .  I n  r e v i e w i n g  t h e  a l l e g a t i o n ,  t h e  S c r e e n i n g  C o m m i t t e e  m u s t  d i s c u s s  i n d e p e n d e n t l y  w i t h  
e a c h  o f  t h e  p a r t i e s  t h e  i s s u e s  i n v o l v e d  w i t h  t h e  p o s s i b i l i t y  a n d  h o p e  o f  r e s o l u t i o n  a t  t h i s  
s t a g e  o f  t h e  i n q u i r y .  T h e  S c r e e n i n g  C o m m i t t e e  m u s t  d e c i d e  w i t h i n  1 5  w o r k i n g  d a y s  o f  
r e c e i p t  o f  w r i t t e n  c o m p l a i n t  o f  a l l e g e d  m i s c o n d u c t  w h e t h e r  t o  r e f e r  t h e  a l l e g a t i o n s  t o  
t h e  C o m m i t t e e  o f  I n q u i r y .  T h e  d e c i s i o n  f o r  r e f e r r a l  m u s t  b e  b y  m a j o r i t y  v o t e .  T h e  
p a r t y  c h a r g e d  m u s t  b e  i n f o r m e d  i n  w r i t i n g  o f  t h e  d e c i s i o n .  
C .  C o m m i t t e e  o f  I n q u i r y  
1 .  T h e  C o m m i t t e e  o f  I n q u i r y  i s  a  s t a n d i n g  s u b  c o m m i t t e e  o f  t h e  F a c u l t y  D e v e l o p m e n t  a n d  
G r a n t s  C o m m i t t e e .  I t  i s  c o m p r i s e d  o f  t h r e e  f a c u l t y  r e p r e s e n t a t i v e s  a n d  o n e  M S U A A S F  
r e p r e s e n t a t i v e .  ( I f  t h e  C o m m i t t e e  o f  I n q u i r y  d e e m s  i t  n e c e s s a r y ,  o n e  o f  t h e s e  f o u r  
m e m b e r s  m a y  b e  r e p l a c e d  b y  a n  e x p e r t  i n  t h e  f i e l d  o f  t h e  r e s e a r c h e r  o r  s c h o l a r  b e i n g  
c h a r g e d . )  T h e  f i f t h  m e m b e r  o f  t h e  C o m m i t t e e  o f  I n q u i r y  m a y  b e  c h o s e n  b y  t h e  
p e r s o n ( s )  b e i n g  a c c u s e d .  
2 .  T h e  S c r e e n i n g  C o m m i t t e e  s h a l l  c h a r g e ,  i n  w r i t i n g ,  t h e  C o m m i t t e e  o f  I n q u i r y  t o  c o n d u c t  
a  c o n f i d e n t i a l  i n q u i r y  b a s e d  o n  s e p a r a t e  c o m m u n i c a t i o n s  w i t h  t h e  p a r t i e s .  T h e  p u r p o s e  
o f  t h e  i n q u i r y  i s  t o  d e t e r m i n e  i f  t h e r e  i s  r e a s o n  t o  b e l i e v e  t h a t  m i s c o n d u c t  h a s  o c c u r r e d .  
Personnel Policies and Procedures 
The inquiry should be limited to activities necessary to determine whether to 
recommend a formal investigation. The identities of the parties will be kept 
confidential by members of the Committee. 
15 
3. The Committee of Inquiry has 30 working days from the day it receives the written 
notification from the Screening Committee to conduct the inquiry including completion 
of the written report of findings. If the inquiry cannot be reasonably completed within 
30 working days, the Committee may request an extension of up to 30 calendar days 
from the Screening Committee. 
4. If three or more members of the Committee of Inquiry recommend that a formal 
investigation be conducted, the Screening Committee must ask the President to appoint 
a Committee of Investigation. If only one or two members of the Committee of Inquiry 
recommend a formal investigation, the Screening Committee by majority vote may 
dismiss the allegation. 
5. If the allegation of misconduct has been made in good faith, even if the Committee of 
Inquiry is not able to substantiate it, the university must protect the person making the 
allegation, in keeping with the federal and the state "whistleblower" policies. The 
institution must guard against negative repercussions to the whistleblower. 
6. In the event the Committee of Inquiry determines thai the allegations have been made in 
a capricious or malicious manner, it will report this to the Screening Committee for 
appropriate disciplinary action. 
7. When a decision is made to establish a Committee of Investigation, the party charged 
must be informed in writing by VPAA of the exact charges and given 15 working days 
from the date on the written memo to respond in writing prior to initiating the 
investigation. Sponsoring agencies shall be informed if appropriate or mandated. 
8. The office of VPAA shall maintain in a secure manner all documentation relating to the 
inquiry, including the written report, for a period of at least three years after the 
completion of the inquiry. 
D. Committee of Investigation 
1. The Committee of Investigation will be an ad hoc committee of five members. The 
President of the university will appoint the members in consultation with the Screening 
Committee. One member of the Committee will have been part of the Committee of 
Inquiry. At least one will be an expert from outside the university. 
2. The Office of Scientific Integrity, a component within the Office of the Director of the 
National Institutes of Health, will be notified in writing by the VPAA that an 
investigation will be conducted if the situation is related to a Public Health Services 
Grant (Department of Health and Human Services). The notification will take place 
within 72 hours of the decision to investigate. 
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3 .  T h e  S c r e e n i n g  C o m m i t t e e  s h a l l  c h a r g e ,  i n  w r i t i n g ,  t h e  C o m m i t t e e  o f  I n v e s t i g a t i o n  t o  
c o n d u c t  a  t h o r o u g h  i n v e s t i g a t i o n  o f  t h e  a l l e g a t i o n  t o  d e t e r m i n e  i f  m i s c o n d u c t  h a s  
o c c u r r e d .  T h e  C o m m i t t e e  s h o u l d  h a v e  a c c e s s  t o  a l l  p e r s o n s  a n d  i n f o r m a t i o n  n e e d e d  t o  
d e t e r m i n e  t h e  e x t e n t  t o  w h i c h  m i s c o n d u c t  h a s  o c c u r r e d .  O t h e r w i s e ,  t h e  i n v e s t i g a t i o n  
s h o u l d  b e  c o n f i d e n t i a l .  T h e  i n v e s t i g a t i o n  m u s t  c o m m e n c e  w i t h i n  3 0  c a l e n d a r  d a y s  o f  
t h e  c o m p l e t i o n  o f  t h e  i n q u i r y .  
4 .  T h e  C o m m i t t e e  o f  I n v e s t i g a t i o n  h a s  9 0  c a l e n d a r  d a y s  f r o m  t h e  r e c e i p t  o f  w r i t t e n  
c h a r g e s  f r o m  t h e  S c r e e n i n g  C o m m i t t e e  t o  c o m p l e t e  t h e  i n v e s t i g a t i o n ,  i n c l u d i n g  
p r e p a r a t i o n  o f  t h e  w r i t t e n  r e p o r t .  
5 .  T h e  C o m m i t t e e  o f  I n v e s t i g a t i o n  w i l l  p r e p a r e  a  w r i t t e n  r e p o r t  w h i c h  t h o r o u g h l y  
d o c u m e n t s  t h e  e x t e n t  t o  w h i c h  m i s c o n d u c t  h a s  o c c u r r e d .  T h i s  r e p o r t  w i l l  b e  g i v e n  t o  
t h e  S c r e e n i n g  C o m m i t t e e  a n d  t o  t h e  p e r s o n ( s )  u n d e r  i n v e s t i g a t i o n .  I n  a d d i t i o n ,  t h e  
C o m m i t t e e  o f  I n v e s t i g a t i o n  m a y  r e c o m m e n d  t o  t h e  S c r e e n i n g  C o m m i t t e e  a  c o u r s e  o f  
a c t i o n  b a s e d  o n  t h e i r  f i n d i n g s .  
6 .  A l l  d o c u m e n t a t i o n  c o n c e r n i n g  t h e  a l l e g a t i o n  a n d  f i n d i n g s  w i l l  b e  k e p t  i n  t h e  o f f i c e  o f  
t h e  V P A A  f o r  t h r e e  y e a r s  f o l l o w i n g  t h e  a c c e p t a n c e  o f  t h e  f i n a l  r e p o r t .  T h e  F e d e r a l  
a g e n c y  i n v o l v e d  w i l l  r e c e i v e  a  c o p y  o f  t h e  f i n a l  r e p o r t ,  a s  w i l l  t h e  c o l l e g e  d e a n  o r  v i c e  
p r e s i d e n t  a n d  t h e  P r e s i d e n t .  T h e  V P A A  s h a l l  t a k e  a p p r o p r i a t e  a d m i n i s t r a t i v e  a c t i o n  t o  
p r o t e c t  F e d e r a l  f u n d s  a n d  e n s u r e  t h a t  t h e  p u r p o s e s  o f  F e d e r a l  f i n a n c i a l  a s s i s t a n c e  a r e  
b e i n g  c a r r i e d  o u t .  
E .  A p p e a l  
T h e  p e r s o n ( s )  u n d e r  i n v e s t i g a t i o n  h a s  3 0  c a l e n d a r  d a y s  f o l l o w i n g  t h e  r e c e i p t  o f  t h e  r e p o r t  
f r o m  t h e  C o m m i t t e e  o f  I n v e s t i g a t i o n  t o  f i l e  a n  a p p e a l  o f  t h e  f i n d i n g s  o f  t h e  C o m m i t t e e  w i t h  
t h e  P r e s i d e n t ,  w h o s e  d e c i s i o n  s h a l l  b e  f i n a l .  
F .  D e t e r m i n a t i o n  o f  A c t i o n  
1 .  F o l l o w i n g  t h e  P r e s i d e n t ' s  d e c i s i o n ,  b a s e d  o n  t h e  r e p o r t  a n d  f o l l o w i n g  a n y  a p p e a l  
t h e r e f r o m ,  t h e  V P A A  w i l l  d e t e r m i n e  a n d  t a k e  a p p r o p r i a t e  a c t i o n  w h i c h ,  i n  a d d i t i o n  t o  
t h e  n o t i f i c a t i o n  o f  f u n d i n g  a g e n c i e s ,  j o u r n a l s ,  c o - a u t h o r s ,  a n d  p r o f e s s i o n a l  
o r g a n i z a t i o n s  a n d / o r  l i c e n s i n g  b o a r d s ,  m a y  i n c l u d e  s p e c i f i c  s a n c t i o n s  w i t h  r e f e r r a l  t o  
t h e  c o g n i z a n t  u n i v e r s i t y  o f f i c e r  f o r  d i s c i p l i n a r y  a c t i o n .  
2 .  I m p o s i t i o n  o f  s a n c t i o n s  o r  d i s c i p l i n a r y  a c t i o n s  s h a l l  b e  p u r s u a n t  t o  u n i v e r s i t y  
p r o c e d u r e s  g o v e r n e d  b y  t h e  a g r e e m e n t  b e t w e e n  t h e  a p p r o p r i a t e  b a r g a i n i n g  u n i t  a n d  t h e  
M i n n e s o t a  S t a t e  C o l l e g e s  a n d  U n i v e r s i t i e s  r e l a t i n g  t o  g r i e v a n c e s  o r  a p p e a l s  a n d  
p u r s u a n t  t o  a n y  h e a r i n g s  o r  a p p e a l s  a c c o r d e d  t o  i n d i v i d u a l s  s u b j e c t  t o  d i s m i s s a l  f o r  
c a u s e .  
3 .  U n i v e r s i t y  p r o c e d u r e s  s h a l l  b e  d e s i g n e d  t o  e n s u r e  a p p r o p r i a t e  c o n f i d e n t i a l i t y  a n d  
p r o t e c t i o n  o f  t h e  r i g h t s  o f  a l l  i n v o l v e d  p a r t i e s  a n d  s h a l l  c o m p l y  w i t h  t h e  p r o v i s i o n s  o f  
t h e  M i n n e s o t a  D a t a  P r a c t i c e s  A c t .  
Personnel Policies and Procedures 17 
G. Public Health Service Grants (Department of Health and Human Services) 
If the situation is related to a Public Health Service Grant (Department of Health and 
Human Services), the VPAA is responsible for notifying the Office of Scientific Integrity, a 
component within the Office of the Director of the National Institutes of Health, if the 
VPAA determines at any stage of the initial phase, inquiry, or investigation that any of the 
following conditions exist: 
1. There is an immediate health hazard involved; 
2. There is an immediate need to protect Federal funds or equipment; 
3. There is an immediate need to protect the interests of the person(s) making the 
allegations or of the individual(s) who is the subject of the allegations as well as his/her 
co-investigators and associates, if any; 
4. It is probable that the alleged incident is going to be reported publicly; or 
5. There is a reasonable indication of possible criminal violation. In that instance, the 
VPAA must inform the Office of Scientific Integrity within 24 hours of obtaining that 
information . [APAC 12/05/95, Modified, 1115/97] 
OFFICE AND WORK HOURS 
Administrative offices are open and staffed from 8:00 a.m. to 5:00p.m. Individual offices may 
open earlier or close later depending on staff schedules and clientele needs. Normally, teaching 
faculty will be responsible for ten (10) office hours weekly for student advising and other 
contacts with students. Workload is administered consistent with Article 10 of the IFO/MnSCU 
Agreement and Article 11 of the MSUAASF/MnSCU Agreement. 
OVERLOAD 
Additional assignments acceptable to the faculty member, such as teaching extended campus 
offerings, may be assigned to the unclassified staff members consistent with Article 12 of both 
the IFO/MnSCU Agreement and MSUAASF/MnSCU Agreement. Unclassified employees' 
overload assignments will be paid at the. rate provided in the current collective bargaining 
agreements or local policy for Excluded Administrators. Normally, total overload shall not 
exceed 5 semester hours per academic year. 
PATENTSANDINTELLECTUALPROPERTY 
A faculty member shall be entitled to complete ownership and control of any patentable 
discoveries or inventions, or of intellectual property, except where the faculty member' s normal 
workload was reduced for purposes of the development project, where the university has 
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p r o v i d e d  s u b s t a n t i a l  s u p p o r t  f o r  o r  i n v o l v e m e n t  i n  t h e  p r o j e c t ,  o r  w h e r e  i n v e n t i o n s  o r  d i s c o v e r i e s  
a r e  p r o d u c e d  a s  a  r e s u l t  o f  a g r e e m e n t s  o r  c o n t r a c t s  b e t w e e n  t h e  u n i v e r s i t y  a n d  e x t e r n a l  s p o n s o r s .  
S e e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 7 ,  S e c t i o n  C ,  s u b d .  4  f o r  s p e c i f i c s .  
P E R S O N N E L  F I L E S  
T h e  U n i v e r s i t y  m a i n t a i n s  o n e  ( 1 )  o f f i c i a l  p e r s o n n e l  f i l e  f o r  e a c h  e m p l o y e e  t o  w h i c h  t h e  e m p l o y e r  
m a y  h a v e  a c c e s s  c o n s i s t e n t  w i t h  t h e  l a w .  R e g u l a t i o n s  f o r  t h e  i n c l u s i o n  o r  e x c l u s i o n  o f  m a t e r i a l s  
a n d  a c c e s s  t o  t h e  s a m e  a r e  d e t a i l e d  i n  t h e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  9  a n d  t h e  
M S U A A S F / M n S C U  A g r e e m e n t ,  A r t i c l e  6 .  
P R I V A C Y  A C T  R E Q U I R E M E N T S  
E m p l o y e e  D a t a  
M i n n e s o t a  l a w  p r o v i d e s  t h a t  a n y  e m p l o y e e  a s k e d  t o  s u p p l y  p r i v a t e  o r  c o n f i d e n t i a l  d a t a  h a s  t h e  
r i g h t  t o  b e  i n f o r m e d  o f  t h e  p u r p o s e  a n d  i n t e n d e d  u s e  o f  t h e  d a t a ,  w h e t h e r  t h e y  m a y  l e g a l l y  r e f u s e  
t o  s u p p l y  d a t a  r e q u e s t e d ,  a n y  c o n s e q u e n c e s  a r i s i n g  f r o m  t h e i r  s u p p l y i n g  o r  r e f u s i n g  t o  s u p p l y  
d a t a ,  a n d  w h o  i s  a u t h o r i z e d  t o  r e c e i v e  t h e  d a t a .  U p o n  r e q u e s t  t o  t h e  r e s p o n s i b l e  a u t h o r i t y ,  
e m p l o y e e s  m u s t  b e  i n f o r m e d ,  w i t h o u t  c h a r g e ,  w h e t h e r  t h e y  a r e  t h e  s u b j e c t  o f  s t o r e d  p u b l i c  o r  
p r i v a t e  d a t a  a n d  m a y  r e q u e s t  a n  i n t e r p r e t a t i o n  o f  t h e  d a t a .  T h e  a c c u r a c y  o r  c o m p l e t e n e s s  o f  t h e  
p u b l i c  o r  p r i v a t e  d a t a  m a y  b e  c o n t e s t e d  f o l l o w i n g  p r o c e d u r e s  o u t l i n e d  i n  M . S .  1 4 . 5 7 - 1 4 . 6 2  
( 1 9 8 8 ) .  T h e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  9  a n d  t h e  M S U A A S F / M n S C U  A g r e e m e n t ,  A r t i c l e  
6  d e s c r i b e  p r a c t i c e s  a n d  p r o c e d u r e s  f o r  P e r s o n n e l  F i l e s .  
D a t a  P r i v a c y  
A c c e s s  t o  e m p l o y e e  r e c o r d s  s h a l l  b e  i n  a c c o r d a n c e  w i t h  t h e  M i n n e s o t a  D a t a  P r a c t i c e s  A c t .  
P u b l i c  d a t a  o n  a l l  c u r r e n t  a n d  f o r m e r  e m p l o y e e s  i n c l u d e s ,  b u t  i s  n o t  l i m i t e d  t o :  n a m e ,  a c t u a l  
g r o s s  s a l a r y ,  s a l a r y  r a n g e ,  c o n t r a c t  f e e s ,  v a l u e  a n d  n a t u r e  o f  e m p l o y e r - p a i d  f r i n g e  b e n e f i t s ,  j o b  
t i t l e ,  j o b  d e s c r i p t i o n ,  p r e v i o u s  w o r k  e x p e r i e n c e ,  w o r k  l o c a t i o n ,  w o r k  t e l e p h o n e  n u m b e r ,  c i t y  a n d  
c o u n t y  o f  r e s i d e n t ,  n o t  i n c l u d i n g  s t r e e t  a d d r e s s .  ( A  c o m p l e t e  l i s t i n g  o f  p u b l i c  i n f o r m a t i o n  i s  
a v a i l a b l e  f r o m  t h e  H u m a n  R e s o u r c e s  O f f i c e  . )  A l l  o t h e r  p e r s o n n e l  d a t a  a r e  p r i v a t e  a n d  a v a i l a b l e  
o n l y  t o  t h e  s u b j e c t  e m p l o y e e ,  t o  o t h e r s  w i t h  t h e  p r i o r  w r i t t e n  c o n s e n t  o f  t h e  e m p l o y e e  o r  p u r s u a n t  
t o  a  c o u r t  o r d e r .  R e f e r  t o  t h e  H u m a n  R e s o u r c e s  O f f i c e ,  p h o n e  2 3 6 - 2 2 2 6 ,  O w e n s  2 1 0 .  
P R O F E S S I O N A L  A N D  E T H I C A L  S T A N D A R D S  
L i s t e d  b e l o w  a r e  t h e  e t h i c a l  s t a n d a r d s  a n d  r e g u l a t i o n s  o u t l i n e d  i n  c o l l e c t i v e  b a r g a i n i n g  
a g r e e m e n t s  [ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e s  4  a n d  2 7 ;  a n d  M S U A A S F / M n S C U  A g r e e m e n t ,  
A r t i c l e  2 1 ] .  
R e s e a r c h  a n d  P u b l i c a t i o n  
A  f a c u l t y  m e m b e r  i s  e n t i t l e d  t o  f u l l  f r e e d o m  i n  r e s e a r c h  a n d  i n  t h e  p u b l i c a t i o n  o f  r e s u l t s ,  s o  l o n g  
a s  h e / s h e  f u l f i l l s  t h e  r e q u i r e m e n t s  o f  h i s / h e r  o t h e r  a c a d e m i c  d u t i e s  ( I F O / M n S C U  A g r e e m e n t ,  
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Article 4, section D). Research conducted at the direction of the University may only be 
published upon written permission of the President [MSUAASF/MnSCU Agreement, Article 4, 
Section D] . 
Outside Employment and Other Activities 
(See IFO/MnSCU Agreement, Article 27, Section C and MSUAASF/MnSCU Agreement, 
Article 21, Section C.) 
1. Faculty members shall be free to accept such external employment as does not interfere 
with the full and proper performance of duties to his/her respective university as outlined 
here. (IFO and MSUAASF) 
2. University employees shall not engage in any outside activity which interferes with his/her 
regular duties. (IFO and MSUAASF) 
3. During a period of full-time employment, a faculty member shall not receive either an 
annual retaining fee or a regular salary from any external source unless the arrangement has 
been approved in advance by the president/designee. This provision does not apply to such 
things as the writing of books or articles, the creation of computer software or artistic 
works, or the giving of occasional speeches. (IFO and MSUAASF) 
4. A full-time university employee serving as a regular paid consultant or ~taff member for 
another Minnesota state agency shall do so with an appropriate leave of absence and. 
deduction of pay at the university. (IFO and MSUAASF) 
5. University employees engaging in private practice shall not use the official stationery of the 
university or of the Chancellor, or give as a business address the university, its buildings, 
its departments, or the office of the Chancellor. (IFO and MSUAASF) 
6. University equipment shall not be used by employees for personal use without notice to 
and the written consent of his/her employer and the payment of a reasonable fee for the 
privilege enjoyed. Where equipment is reasonably available elsewhere, such use shall not 
be authorized. A Rental of State Property/Equipment form must be completed. (IFO and 
MSUAASF) 
7. University employees shall not use their positions to secure special privilege or exemption 
for themselves or others. (IFO and MSUAASF) 
8. University employees shall not engage in any transaction as a representative or agent of the 
state with any business entity in which they have a substantial direct or indirect pecuniary 
interest. This shall not preclude the use in teaching of materials prepared by faculty 
members. Faculty members preparing teaching materials for sale to students shall notify 
the president (IFO and MSUAASF). Approval has to be obtained in writing in advance 
from the university president (MSUAASF). 
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9 .  U n i v e r s i t y  e m p l o y e e s  s h a l l  n o t  a c c e p t  e m p l o y m e n t  o r  e n g a g e  i n  a n y  b u s i n e s s  o r  
p r o f e s s i o n a l  a c t i v i t y  w h i c h  t h e y  m i g h t  r e a s o n a b l y  e x p e c t  w o u l d  r e q u i r e  o r  i n d u c e  t h e m  t o  
d i s c l o s e  c o n f i d e n t i a l  o r  p r i v a t e  i n f o r m a t i o n  a c q u i r e d  b y  r e a s o n  o f  t h e i r  o f f i c i a l  p o s i t i o n .  
( I F O  a n d  M S U A A S F )  
1 0 .  U n i v e r s i t y  e m p l o y e e s  s h a l l  n o t  d i s c l o s e  t o  u n a u t h o r i z e d  p e r s o n s  c o n f i d e n t i a l  i n f o r m a t i o n  
g a i n e d  b y  t h e m  b y  r e a s o n s  o f  t h e i r  o f f i c i a l  p o s i t i o n  n o r  s h a l l  t h e  e m p l o y e e  o t h e r w i s e  u s e  
s u c h  i n f o r m a t i o n  f o r  p e r s o n a l  g a i n  o r  b e n e f i t .  ( I F O  a n d  M S U A A S F )  
1 1 .  D u r i n g  a  p e r i o d  o _ f  f u l l - t i m e  e m p l o y m e n t ,  a  f a c u l t y  m e m b e r  s h a l l  n o t  e n g a g e  i n  e x t e r n a l  
c o n s u l t i n g ,  e m p l o y m e n t ,  o r  o t h e r  a c t i v i t i e s  w h i c h  r e q u i r e  t h e  f a c u l t y  m e m b e r ' s  a b s e n c e  
f r o m  t h e  c a m p u s  f o r  m o r e  t h a n  a n  a v e r a g e  o f  o n e  ( 1 )  f u l l  d u t y  d a y  p e r  w e e k  i n  a n y  
a c a d e m i c  y e a r .  ( I F O )  
1 2 .  D u r i n g  a  p e r i o d  o f  f u l l - t i m e  e m p l o y m e n t ,  a  f a c u l t y  m e m b e r  w h o  h o l d s  o f f i c e  i n  a  s c h o l a r l y  
o r  p r o f e s s i o n a l  o r g a n i z a t i o n  o r  w h o  p e r f o r m s  e d i t o r i a l  o r  o t h e r  d u t i e s  f o r  l e a r n e d  j o u r n a l s  
m u s t  r e p o r t  s u c h  d u t i e s  t o  t h e  p r e s i d e n t / d e s i g n e e  i f  t h e s e  d u t i e s  r e q u i r e  t h e  f a c u l t y  
m e m b e r ' s  a b s e n c e  f r o m  c a m p u s  f o r  m o r e  t h a n  f i v e  ( 5 )  c o n s e c u t i v e  d u t y  d a y s  i n  a n y  s i n g l e  
t e r m .  ( I F O )  
C o n f l i c t  o f  I n t e r e s t  i n  R e s e a r c h  
T h e  f a c u l t y  m e m b e r  m a y  n o t  a c c e p t  r e s e a r c h  f u n d i n g  f r o m  a n y  o r g a n i z a t i o n  i n  w h i c h  h e / s h e  o r  
·  m e m b e r s  o f  h i s / h e r  i m m e d i a t e  f a m i l y  h a s  a  f i n a n c i a l  i n t e r e s t .  
[ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 7 ,  S e c t i o n  C ,  s u b d .  2 d ,  2 e ]  
P R O F E S S I O N A L  D E V E L O P M E N T  A N D  E V A L U A T I O N  ( P D P )  
E a c h  f a c u l t y  m e m b e r  s h a l l ,  a f t e r  c o n s u l t a t i o n  w i t h  h i s / h e r  i m m e d i a t e  s u p e r v i s o r ,  p r e p a r e  a  
p r o f e s s i o n a l  d e v e l o p m e n t  p l a n  ( P D P )  f o r  t h e  p e r i o d  t o  b e  c o v e r e d  b y  t h e  e v a l u a t i o n  
( I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  A  ,  s u b d .  1 ) .  T h e  p u r p o s e  o f  p r o f e s s i o n a l  
d e v e l o p m e n t  i s  t o  p r o v i d e  f o r  c o n t i n u i n g  i m p r o v e m e n t  i n  t e a c h i n g ,  i n  o t h e r  s t u d e n t  i n t e r a c t i o n s ,  
i n  t h e  q u a l i t y  o f  s c h o l a r l y  a c t i v i t y ,  a n d  o t h e r  s e r v i c e  t o  t h e  u n i v e r s i t y  a n d  c o m m u n i t y .  T h e  
p u r p o s e  o f  e v a l u a t i o n  i s  t o  p r o v i d e  f a c u l t y  w i t h  i n f o r m a t i o n  w h i c h  w i l l  c o n t r i b u t e  t o  t h e i r  
p r o f e s s i o n a l  d e v e l o p m e n t .  T h e  e v a l u a t i o n  p r o c e s s e s  a r e  i n t e n d e d  t o  b e  s u p p o r t i v e  o f  a  f a c u l t y  
m e m b e r ' s  d e s i r e  f o r  c o n t i n u i n g  g r o w t h  a n d  a c a d e m i c  e x c e l l e n c e .  T h i s  p r o c e s s  c o n t r i b u t e s  t o  
v a r i o u s  p e r s o n n e l  a c t i v i t i e s  a n d  s u p p o r t s  t h e  i n t e r e s t  o f  e a c h  f a c u l t y  m e m b e r  t o  a c h i e v e  
c o n t i n u i n g  p r o f e s s i o n a l  g r o w t h  a n d  t o  p u r s u e  t h e  h i g h e s t  l e v e l  o f  a c a d e m i c  e x c e l l e n c e .  
[ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  A ] .  
T h e  c r i t e r i a  s h a l l  i n c l u d e :  
1 .  D e m o n s t r a t e d  a b i l i t y  t o  t e a c h  e f f e c t i v e l y  a n d / o r  p e r f o r m  e f f e c t i v e l y  i n  o t h e r  c u r r e n t  
a s s i g n m e n t s .  
2 .  S c h o l a r l y  o r  c r e a t i v e  a c h i e v e m e n t  o r  r e s e a r c h .  
3 .  E v i d e n c e  o f  c o n t i n u i n g  p r e p a r a t i o n  a n d  s t u d y .  
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4. Contribution to student growth and development. 
5. Service to the university and community. [IFO/MnSCU Agreement, Article 22, Section B] 
For faculty with teaching assignments, the PDP shall include a process for student assessment. 
[IFO/MnSCU Agreement, Article 22, Section D, subd. 1] 
PROFESSIONAL IMPROVEMENT 
Funds are available for faculty improvement grants, research , and summer support for 
research/creative activity. Such funds are granted based upon proposals written by faculty 
members who submit them to the appropriate college Peer Review Committee (PRC). The PRC 
recommendations are evaluated by the dean and submitted to the Vice President for Academic 
Affairs, whose decision is final. [Memorandum of agreement executed 10/14/96] 
Professional Study and Travel funds are allocated to departments at the beginning of each 
academic year. The use of these funds is limited to paying the costs of travel , housing, meals, 
and registration associated with participation in professional conferences, workshops, and similar 
meetings and courses, the cost of professional books, journals, and software. The funds may be 
used to pay for professional membership, provided that membership in a professional 
organization is required in order to receive a professional journal. The department shall, through 
a democratic process, determine an equitable procedure for distribution of funds. 
[IFO/MnSCU Agreement, Article 19, Section B, subd. 3] 
PROFESSIONAL MEETINGS 
Unclassified and professional/supervisory classified employees may be absent from the 
university to participate in non-university related professional meetings, conferences and 
activities. Unclassified requests for absence and a Travel Requisition must be completed and 
approval obtained 10 class days in advance by the appropriate dean/administrative unit head. 
Professional/supervisory classified employees must also prepare the travel requisition for 
approval by the immediate supervisor and the President. [M&C 5/15/92] 
PROMOTIONS 
A faculty member who wishes to apply for promotion shall give notice of intent to the immediate 
supervisor (for IFO faculty, this is the dean). (Dates are established at Meet and Confer and will 
vary from IFO/MnSCU Agreements because of MSUM's semester calendar.) The faculty 
member completes an application for promotion and sends a copy, along with supporting 
documentation, to the department/unit through the chair. The recommendation of the department 
and of the chair, with all supporting documentation, shall be sent to the immediate supervisor. 
(See IFO/MnSCU Agreement, Article 25, Section A, Subd. 2 and Section C; Article 20, Section 
A, Subd. 3 and 4.) There is no specific application form. A letter or memo will suffice. 
Supporting documentation will be needed and should cover all areas of 
performance/responsibility. 
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S u p p o r t i n g  D o c u m e n t a t i o n  
1 .  M a t e r i a l s  s u b m i t t e d  b y  t h e  f a c u l t y  m e m b e r  w h i c h  s p e a k  t o  t h e  p r i n c i p l e s  o f  d e m o n s t r a t e d  
c o n s i s t e n t  p e r f o r m a n c e  a n d  h i g h  a c h i e v e m e n t  a r e  t o  b e  i n c l u d e d .  T h e  c r i t e r i a  t o  b e  u s e d  
s h a l l  i n c l u d e :  
a .  D e m o n s t r a t e d  a b i l i t y  t o  t e a c h  e f f e c t i v e l y  a n d / o r  p e r f o r m  e f f e c t i v e l y  i n  o t h e r  
c u r r e n t  a s s i g n m e n t s  
b .  S c h o l a r l y  o r  c r e a t i v e  a c h i e v e m e n t  o r  r e s e a r c h  
c .  E v i d e n c e  o f  c o n t i n u i n g  p r e p a r a t i o n  a n d  s t u d y  
d .  C o n t r i b u t i o n  t o  s t u d e n t  g r o w t h  a n d  d e v e l o p m e n t  
e .  S e r v i c e  t o  t h e  u n i v e r s i t y  a n d  c o m m u n i t y  
[ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  B )  
A d d i t i o n a l l y ,  l e n g t h  o f  s e r v i c e  i n  r a n k  a n d  a t  t h e  u n i v e r s i t y  m a y  b e  a  f a c t o r .  N o r m a l l y ,  3  y e a r s  i n  
r a n k  w i t h  t w o  e v a l u a t i o n s  w i l l  b e  a  m i n i m u m  f o r  c o n s i d e r a t i o n  f o r  p r o m o t i o n .  
[ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 5 ,  S e c t i o n  C ,  S u b d .  7 ]  
1 .  T h e  f a c u l t y  m e m b e r  m a y  s u b m i t  r e s u l t s  o f  s t u d e n t  e v a l u a t i o n s  o r  r e q u e s t  t h a t  t h e  
d e p a r t m e n t  c h a i r  i n c l u d e  r e s u l t s  o f  s t u d e n t  e v a l u a t i o n s  a s  p a r t  o f  t h e  d o c u m e n t a t i o n .  
2 .  R e c o m m e n d a t i o n  o f  t h e  d e p a r t m e n t . '  ( W h e r e  a  f a c u l t y  m e m b e r  t e a c h e s  i n  m o r e  t h a n  o n e  
d e p a r t m e n t ,  e a c h  d e p a r t m e n t  m u s t  s u b m i t  a  r e c o m m e n d a t i o n . )  
3 .  T h e  c h a i r p e r s o n ' s  c o m m e n t s  a n d  r e c o m m e n d a t i o n .  
4 .  T h e  f a c u l t y  m e m b e r ' s  c o m m e n t s  o n  t h e  r e c o m m e n d a t i o n s  o f  t h e  d e p a r t m e n t  a n d  t h e  
c h a i r p e r s o n  ( i f  h e / s h e  s o  c h o o s e s ) .  
P r o c e d u r e s  
A  m o r e  d e t a i l e d  d e s c r i p t i o n  o f  p r o c e d u r e s  i s  a s  f o l l o w s :  
1 .  E a c h  d e p a r t m e n t  m u s t  h a v e  o n  f i l e  i n  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  a n  u p d a t e d  w r i t t e n  
s t a t e m e n t  o f  d e p a r t m e n t a l  p r o c e d u r e s  w h i c h  w i l l  b e  f o l l o w e d  i n  t h e  p r o c e s s  o f  f a c u l t y  
e v a l u a t i o n .  
2 .  T h e  s p e c i f i e d  d e p a r t m e n t a l  e v a l u a t i o n  p r o c e d u r e s  m u s t  b e  d e t e r m i n e d  b e f o r e  t h e  
r e c o m m e n d a t i o n  o f  t h e  d e p a r t m e n t  c a n  b e  d e v e l o p e d .  
3 .  T h e  c h a i r p e r s o n  m a y  c a l l  a  d e p a r t m e n t  f a c u l t y  m e e t i n g  b e f o r e  m a k i n g  a  r e c o m m e n d a t i o n  
c o n c e r n i n g  p r o m o t i o n .  T h e  p u r p o s e  o f  t h e  m e e t i n g  s h a l l  b e  t o  d i s c u s s  t h e  p e r f o r m a n c e  a n d  
a c h i e v e m e n t s  o f  t h e  f a c u l t y  m e m b e r  r e l a t i v e  t o  p r o m o t i o n  c r i t e r i a .  
4 .  D e p a r t m e n t a l  f a c u l t y  a n d  c h a i r p e r s o n s  s h a l l  b a s e  t h e i r  p e r s o n n e l  r e c o m m e n d a t i o n s  o n  t h e  
f i v e  c r i t e r i a  i n  A r t i c l e  2 2 ,  S e c t i o n  B .  I n  a c c o r d a n c e  w i t h  A r t i c l e  5 ,  S e c t i o n  Q ,  
r e c o m m e n d a t i o n s  f o r  a  p e r s o n n e l  a c t i o n  m u s t  i n c l u d e  w r i t t e n  r e a s o n s  a n d  m u s t  b e  s i g n e d  
Personnel Policies and Procedures 23 
and dated by the person or persons making them. This provision does not prohibit the 
department from conducting a vote on any matter and sending it to the immediate 
supervisor, but the vote shall not constitute a recommendation (Article 20, Section A, 
Subd. 3). Individual faculty members within departments may also make recommendations 
on these same matters. 
5. The recommendation of the department/unit and of the chairperson (Article 20, Section A, 
Subd. 4) with all documentation, shall be sent to the immediate supervisor, with copies sent 
to the faculty member by the chairperson. The department's recommendation must be 
reviewed and approved by the department ' s faculty and forwarded to the immediate 
supervisor by the chairperson with a statement verifying that the requirement has been met 
(Article 20, Section A, Subd. 3). 
6. The immediate supervisor shall conduct an independent review of the candidate and after 
considering the information available, including the department's recommendation, the 
chairperson's statement and other pertinent responses, shall provide a copy of his/her 
proposed recommendations to the faculty member in question. After receipt, the faculty 
member shall be given the opportunity to meet with the immediate supervisor. The faculty 
member may then submit written comments to the Vice President regarding the immediate 
supervisor' s recommendations. Copies of the supporting materials, if any, which are 
submitted to the immediate supervisor by the department/unit as part of the recommendation 
for promotion will be given to the faculty member under review. If the immediate 
supervisor develops supporting materials in addition tc those submitted to him/her by the 
department/unit, a copy of such materials will be made available to the faculty member ptior 
to submission of the recommendation to the Vice President. 
7. The supervising Vice President makes a recommendation to the President after considering 
the documentation of the application and the advice of the immediate supervisor and provide 
a copy to the faculty member. 
8. The faculty member may request an interview with the President before the President 
decides on the request for promotion. 
9. The President's decision to promote or not to promote shall be conveyed to the faculty 
member in writing. Those promotions which are awarded shall be announced to the faculty 
by the President. 
[IFO/MnSCU Agreement, Article 25] 
RECRUITMENT AND HIRING OF UNCLASSIFIED EMPLOYEES 
The recruitment and hiring guidelines established by MSUM are consistent with the EO/AA 
program of the System. The policies, procedures, and forms included in the "Recruitment and 
Hiring Guidelines" are intended to support and advance the System's EO/ AA policy and aid 
University Search Committees and hiring officials to identify and select highly qualified 
candidates for unclassified positions in accordance with its EO/AA policy. For additional 
information on System and University EO/AA policy refer the System' s Web Page at 
http://www.mnscu.edu or www.mnscu.edu/htmVpolicy/contents.htm, or to MSUM's 
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A f f i r m a t i v e  A c t i o n  P l a n .  C o p i e s  o f  t h e  " R e c r u i t m e n t  a n d  H i r i n g  G u i d e l i n e s "  a n d  t h e  M S U M  
" A f f i r m a t i v e  A c t i o n  P l a n "  a r e  a v a i l a b l e  f r o m  t h e  H u m a n  R e s o u r c e s  O f f i c e  a n d  t h e  A f f i r m a t i v e  
A c t i o n  O f f i c e  a t  T h e  p r o c e d u r e s  a r e  a  v i t a l  a s p e c t  o f  M S U M ' s  c o m m i t m e n t  t o  t h e  s p i r i t  a n d  t h e  
l e t t e r  o f  f e d e r a l  a n d  s t a t e  l a w s  r e l a t i n g  t o  E O /  A A ,  a n d  a r e  d e s i g n e d  t o  i m p l e m e n t  i n s t i t u t i o n a l  
g o a l s  o f  i n c r e a s i n g  t h e  n u m b e r  o f  u n d e r u t i l i z e d  g r o u p  m e m b e r s  w i t h i n  t h e  w o r k f o r c e  o f  t h e  
U n i v e r s i t y .  [ M & C  5 / 1 5 / 9 2 ]  
R E N E W A L / N O N - R E N E W A L  
A  r e c o m m e n d a t i o n  f o r  n o n - r e n e w a l  o f  a  p r o b a t i o n a r y  f a c u l t y  m e m b e r  m a y  b e  m a d e  b y  t h e  
a p p r o p r i a t e  d e p a r t m e n t ,  i m m e d i a t e  s u p e r v i s o r ,  o r  v i c e  p r e s i d e n t .  S h o u l d  a  r e c o m m e n d a t i o n  f o r  
n o n - r e n e w a l  b e  m a d e ,  t h e  P r e s i d e n t  s h a l l  i n v i t e  t h e  f a c u l t y  m e m b e r  t o  d i s c u s s  t h e  
r e c o m m e n d a t i o n  p r i o r  t o  a  d e c i s i o n  b e i n g  m a d e .  T h e  d e c i s i o n  b y  t h e  P r e s i d e n t  t o  n o n - r e n e w  
p r o b a t i o n a r y  f a c u l t y  s h a l l  n o t  b e  f o r  a r b i t r a r y  o r  c a p r i c i o u s  r e a s o n s .  
T h e  n o t i c e  f o r  n o n - r e n e w a l  o f  a  f i r s t  y e a r  a p p o i n t m e n t  s h a l l  b e  m a d e  n o  l a t e r  t h a n  N o v e m b e r  1  o f  
t h e  s e c o n d  a c a d e m i c  y e a r  o f  a p p o i n t m e n t  a n d ,  f o r  f a c u l t y  i n  t h e i r  s e c o n d  a n d  s u b s e q u e n t  y e a r s ,  
n o  l a t e r  t h a n  A u g u s t  1  o f  t h e  y e a r  p r i o r  t o  e x p i r a t i o n  o f  t h e  a p p o i n t m e n t .  
F a c u l t y  r i g h t s  i n  t h i s  p r o c e s s  a r e  d e t a i l e d  i n  t h e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 4 ,  S e c t i o n s  
D - G .  
R E T I R E M E N T  
U n d e r  p r o v i s i o n s  o f  M i n n e s o t a  l a w ,  a l l  s t a t e  e m p l o y e e s  a r e  m e m b e r s  o f  a  s t a t e  r e t i r e m e n t  p l a n .  
C l a s s i f i e d  e m p l o y e e s  a r e  e n r o l l e d  i n  t h e  M i n n e s o t a  S t a t e  R e t i r e m e n t  S y s t e m  - 4 . 3 4 %  o f  g r o s s  
s a l a r y  i s  d e d u c t e d  f r o m  e m p l o y e e ' s  p a y c h e c k ;  4 . 5 1 %  o f  g r o s s  s a l a r y  i s  c o n t r i b u t e d  b y  t h e  
u n i v e r s i t y  t o  t h e  s a m e  f u n d .  
T h e  E m p l o y e r  s h a l l  d e d u c t  f r o m  t h e  s a l a r y  o f  e a c h  f u l l - t i m e  f a c u l t y  m e m b e r  a  s u m  e q u a l  t o  5 %  
o f  t h e  a n n u a l  s a l a r y  p a i d  a f t e r  t h e  f i r s t  $ 6 , 0 0 0 ,  u p  t o  a  m a x i m u m  a s  s p e c i f i e d  i n  M i n n e s o t a  
s t a t u t e .  T h e  E m p l o y e r  s h a l l  m a k e  a  c o n t r i b u t i o n  i n  a n  a m o u n t  e q u a l  t o  t h e  d e d u c t i o n s  m a d e  
f r o m  t h e  f a c u l t y  m e m b e r ' s  s a l a r y .  D e d u c t i o n s  s h a l l  b e g i n  i n  t h e  f a c u l t y  m e m b e r ' s  t h i r d  y e a r  o f  
f u l l - t i m e  e m p l o y m e n t  i n  t h e  S y s t e m .  
E m p l o y e e s  a r e  e l i g i b l e  t o  d r a w  r e t i r e m e n t  b e n e f i t s  u p o n  r e t i r e m e n t  w i t h  t h e  c o m p l e t i o n  o f  a  
m i n i m u m  o f  t h r e e  y e a r s  o f  s t a t e  s e r v i c e .  I f  s t a t e  s e r v i c e  i s  t e r m i n a t e d  p r i o r  t o  t h r e e  y e a r s  o f  
s e r v i c e ,  a  r e f u n d  o f  t h e  e m p l o y e e ' s  c o n t r i b u t i o n s  c a n  b e  r e q u e s t e d  b y  s u b m i s s i o n  o f  t h e  
a p p r o p r i a t e  f o r m .  
T h o s e  d e s i r i n g  p h a s e d  r e t i r e m e n t  m u s t  s u b m i t  a  r e q u e s t  t o  t h e  P r e s i d e n t  o n e  y e a r  i n  a d v a n c e .  
F a c u l t y  a t  l e a s t  a g e  5 5  w i t h  a t  l e a s t  1 5  y e a r s  s e r v i c e  s h o u l d  s u b m i t  a  l e t t e r  o f  r e t i r e m e n t  b y  
O c t o b e r  1 5 t h  o f  t h e  a c a d e m i c  y e a r  o f  r e t i r e m e n t  t o  r e c e i v e  a  s p e c i a l  s t e p  i n c r e m e n t .  
[ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  1 5  a n d  A r t i c l e  l l , B , 2 ]  
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A proportionate annuity is available for employees with as little as one year of service provided 
they work until age 65 or over. The percentage applied to their average salary to determine their 
retirement annuity is based on the number of years and months of service they complete. 
The Teachers Retirement Plan provides unclassified employees the opportunity for retirement 
counseling. Members may have their questions answered during a 25 minute scheduled 
conference with a Teachers Retirement Association counselor. To make an appointment call 1-
800-652-9747. If you have questions regarding retirement call the Human Resources Office, 
phone 236-2157, Owens 210. [M&C 5/15/92] 
RETRENCHMENT 
Retrenchment is the layoff of tenured or probationary faculty members due to system or 
university budget reductions, budget reallocations, expenditure freezes, or unfunded increases in 
operating costs, resulting from action by either the Legislature, the Governor, or MnSCU, or 
program changes, or enrollment shifts, or legislative mandate. The process for retrenchment or 
layoff, the requirements of the employer and the rights of the employee are detailed in the 
IFO/MnSCU Agreement, Article 23 and the MSUAASF/MnSCU Agreement, Article 22. 
SABBATICAL LEAVES 
Following are the policies and procedures dealing with faculty sabbatical leaves consistent with 
Article 19 of the IFO and Article 15 of the MSUAASF agreements. 
1. The president may grant sabbatical leave to a faculty member who proposes to undertake a 
scholarly research project, additional study, or other endeavors that will enhance a faculty 
member's professional development, support departmental/unit goals, and/or meet the 
instructional, service or research priorities of the university. 
2. In order to be eligible for sabbatical leave, a faculty member must have completed at least 
seven years of service at the university or at least six years of service since the conclusion 
of such faculty member's previous sabbatical leave. Granting of such leave is contingent 
upon the president's determination that funds are available for this purpose and that staffing 
requirements of the university can be met. If such a request is denied, reasons shall be 
communicated to the faculty member in writing. After ten years of service or ten years 
since the last sabbatical, the faculty member shall be granted a sabbatical leave, upon 
request and presentation of a satisfactory plan. 
3. The faculty member's application for sabbatical leave shall include a written plan 
consistent with the purposes outlined in one above. Plans are subject to approval by the 
President or designee. 
4. The faculty member shall agree in writing to return to the university for a least one year of 
full-time service after the completion of the sabbatical leave. In the event the faculty 
member fails to fulfill substantially the plan for which he/she was granted a sabbatical 
leave or fails to return to the university for one year of full-time service, the faculty 
member shall refund to the university such funds awarded during the sabbatical period. 
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5 .  S a b b a t i c a l  l e a v e s  m a y  b e  g r a n t e d  f o r  o n e  s e m e s t e r  a t  f u l l  b a s e  s a l a r y  o r  a  f u l l  a c a d e m i c  
y e a r  f o r  t w o - t h i r d s  s a l a r y .  A  s e c o n d  f u l l  a c a d e m i c  y e a r  s a b b a t i c a l  i s  a t  8 0 %  a n d  t h i r d  a n d  
s u b s e q u e n t  f u l l  y e a r  s a b b a t i c a l s  a r e  a t  9 0 %  o f  b a s e  s a l a r y .  
6 .  F a c u l t y  m e m b e r s  o n  s a b b a t i c a l  l e a v e  m a y  a c c e p t  s c h o l a r s h i p s ,  f e l l o w s h i p s ,  g r a n t s  o r  
e m p l o y m e n t  d u r i n g  t h e  s a b b a t i c a l  l e a v e ,  p r o v i d e d  t h e y  s e r v e  t h e  p u r p o s e  o f  t h e  s a b b a t i c a l  
l e a v e .  
7 .  A  f a c u l t y  m e m b e r  s h a l l  b e  e l i g i b l e  f o r  c o n t i n u e d  g r o u p  i n s u r a n c e  b e n e f i t s  a s  p r o v i d e d  b y  
J a w  d u r i n g  t h e  c o u r s e  o f  t h e  l e a v e .  
8 .  F o r  f u r t h e r  d e t a i l s  o f  t h e  c u r r e n t  s a b b a t i c a l  l e a v e  p o l i c y  a n d  p r o c e d u r e s ,  c o n s u l t  t h e  I F O  
A g r e e m e n t ,  A r t i c l e  1 9 ,  S e c t i o n  C .  
9 .  P r o c e d u r e s  f o r  a p p l i c a t i o n :  
a .  U t i l i z e  a p p l i c a t i o n s  a v a i l a b l e  i n  t h e  A c a d e m i c  A f f a i r s  O f f i c e .  
b .  E x c e p t  i n  u n u s u a l  c i r c u m s t a n c e s ,  a p p l i c a t i o n s  a r e  d u e  i n  t h e  a p p r o p r i a t e  d e a n ' s  o f f i c e  
b y  N o v e m b e r  1 5  f o r  t h e  l e a v e  p e r i o d  o f  t h e  f o l l o w i n g  a c a d e m i c  y e a r  o r  a n y  p a r t  
t h e r e o f .  
S A L A R I E S  
R e m u n e r a t i o n  i s  b a s e d  o n  a  s a l a r y  s c h e d u l e  w h i c h  i s  a  p a r t  o f  t h e  n e g o t i a t e d  a g r e e m e n t .  T h e  
i n d i v i d u a l  h i r e d  i s  p l a c e d  o n  a  s t e p  i n  o n e  o f  t h e  t w o  l a n e s  c o n s i s t e n t  w i t h  s a l a r y  a s  a d v e r t i s e d  i n  
t h e  v a c a n c y  n o t i c e  a n d  t h e  i n d i v i d u a l ' s  q u a l i f i c a t i o n s .  I t  s h o u l d  b e  e m p h a s i z e d  t h a t  t h e  i n i t i a l  
d e t e r m i n a t i o n  o f  l a n e  a n d  s t e p  p l a c e m e n t  i s  e x t r e m e l y  i m p o r t a n t .  A f t e r  i n i t i a l  p l a c e m e n t ,  t h e  
s a l a r y  s c h e d u l e  b e c o m e s  t h e  d e t e r m i n i n g  f a c t o r  f o r  s a l a r y  i n c r e m e n t s .  
D u r i n g  t h o s e  y e a r s  w h e n  t h e  b i a n n u a l  c o n t r a c t  h a s  n o t  y e t  b e e n  n e g o t i a t e d ,  a  f a c u l t y  m e m b e r  w i l l  
b e  o f f e r e d  a  s a l a r y  i n  a  p a r t i c u l a r  r a n k .  W h e n  t h e  c o n t r a c t  i s  a g r e e d  u p o n  t h e  f a c u l t y  m e m b e r  
w i l l  b e  p l a c e d  o n  a  s t e p  i n  t h e  l a n e  c o m m e n s u r a t e  w i t h  t h e  r a n k  a s s i g n e d  t h a t  i s  c l o s e s t  t o  b u t  n o t  
J e s s  t h a n  t h e  s a l a r y  f i g u r e  a g r e e d  u p o n .  T h u s ,  n e w l y  h i r e d  f a c u l t y  s h o u l d  n o t  e x p e c t  a  s t e p  
i n c r e a s e  w h e n  t h e  c o n t r a c t  i s  f i n a l l y  r a t i f i e d .  [ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  1 1 . ]  
S E N I O R I T Y  
S e n i o r i t y  i s  d e f i n e d  a s  f u l l  t i m e  e q u i v a l e n t  y e a r s  o f  c o n t i n u o u s  s e r v i c e  a n d  i s  a p p l i e d  i n  s i t u a t i o n s  
s u c h  a s  r e t r e n c h m e n t ,  g r a n t i n g  o f  s a b b a t i c a l s ,  e t c .  S e n i o r i t y  r o s t e r s  a r e  p o s t e d  t w i c e  a  y e a r .  
S e n i o r i t y  a n d  i t s  a p p l i c a t i o n  i s  f u l l y  e x p l a i n e d  i n  t h e  I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  2 9  a n d  t h e  
M S U A A S F / M n S C U  A g r e e m e n t ,  A r t i c l e  2 2 ,  S e c t i o n  A ,  S u b d .  4 .  
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SEPARATION INCENTIVE 
Early separation or retirement incentives may be available as provided by the State retirement 
program or though the bargaining agreement as described in Article 16 of the IFO/MnSCU 
Agreement and Article 16 of the MSUAASF/MnSCU Agreement. For further information 
contact the Human Resources Office, phone 236-2157, Owens 210. 
SICK LEAVE 
When absent because of illness unclassified employees are responsible for reporting absence 
from duty on the Request for Paid Leave of Absence form. Submit one form for each continuous 
absence. If the absence involves more than one month, a separate form for each month must be 
completed. The university reserves the right to request a doctor's certification prior to return to 
duty or before approving payroll in which credit is given for sick leave. Forms are available from 
the Human Resources or from the employee's department chairperson or supervisor. 
[M&C 5/15/92] 
SUMMER SESSIONS 
Faculty members have equal access to summer teaching assignments. Access, however shall not 
override curricular determinations or qualifications. Summer salaries are based on 1.5% of the 
faculty member's preceding nine months base pay per credit hour, but not less than an amount 
negotiated in each agreement [IFO/MnSCU Agreement, Article 13]. 
TENURE · 
A probationary faculty member becomes a candidate for tenure when he/she submits a tenure 
request which documents contributions to the department, college, and university in the areas of 
teaching, scholarly and artistic achievement, professional growth and development, and service 
to the university and community. A tenure request will normally be submitted for evaluative 
action during the fifth year of continuous full-time service in a tenure earning position. All 
tenure requests, whether or not approved, will be acted upon and forwarded through channels. 
All supporting materials will accompany the recommendation until the procedures have been 
completed. 
Faculty tenure application procedures and deadlines are established by the President in 
accordance with Articles 21 and 25 of the IFO/MnSCU Agreement. 
TUITION WAIVER 
Unclassified employees shall be entitled to enrollment, on a space available basis, in courses at 
any university in the system without payment of tuition or fees, except laboratory and special 
course fees. Such enrollment shall not exceed thirty-six (36) credits for a fiscal year. The faculty 
member's spouse or dependent children may share this right within the limit established above, 
with waiver of tuition only [IFO/MnSCU Agreement, Article 27; MSUAASF/MnSCU 
Agreement, Article 21]. 
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V A C A T I O N S / C L A S S  B R E A K S / E X A M I N A T I O N  W E E K  
C l a s s  o r  s e m e s t e r  b r e a k s  o c c u r  a t  t h e  e n d  o f  e a c h  a c a d e m i c  t e r m  a n d  r e p r e s e n t  a  s h o r t  v a c a t i o n  
p e r i o d  o r  b r e a k  f o r  s t u d e n t s ,  c l a s s i f i e d  s e a s o n a l  e m p l o y e e s ,  a n d  t e a c h i n g  f a c u l t y  w h o  h a v e  
r e g u l a r  9 - m o n t h  a p p o i n t m e n t s .  C l a s s i f i e d  e m p l o y e e s ,  f a c u l t y  a n d  u n c l a s s i f i e d  a d m i n i s t r a t o r s  
h a v i n g  1 2 - m o n t h  c o n t r a c t s  a r e  r e q u i r e d  t o  b e  o n  d u t y ,  u n l e s s  u s i n g  a n n u a l  l e a v e .  
A t  t h e  e n d  o f  e a c h  t e r m  t h e  a c a d e m i c  c a l e n d a r  p r o v i d e s  a n  e x a m i n a t i o n  w e e k  w h i c h  i s  c o m p r i s e d  
o f  d a y s  o n  w h i c h  f i n a l  e x a m i n a t i o n s  o r  c l a s s  p e r i o d s  a r e  h e l d .  E v e n i n g  c l a s s e s  a r e  t o  m e e t  d u r i n g  
t h i s  w e e k  j u s t  a s  a r e  d a y t i m e  c l a s s e s .  C l a s s e s  n o r m a l l y  s c h e d u l e d  f o r  t h i s  w e e k  a r e  n o t  t o  b e  
m a d e  u p  i n  a d v a n c e  o r  s h i f t e d  t o  a n o t h e r  p e r i o d  m e r e l y  t o  l e n g t h e n  f r e e  o r  v a c a t i o n  t i m e .  S u c h  
u n a u t h o r i z e d  c h a n g e s  w i l l  b e  t r e a t e d  a s  u n a u t h o r i z e d  a b s e n c e s .  R e s c h e d u l i n g  o f  c l a s s e s  d u r i n g  
t h i s  w e e k  m u s t  b e  a p p r o v e d  b y  t h e  V i c e  P r e s i d e n t  o f  A c a d e m i c  A f f a i r s .  [ M & C  5 / 1 5 / 9 2 ]  
W O R K E R ' S  C O M P E N S A T I O N  
A l l  e m p l o y e e s  i n c l u d i n g  g r a d u a t e  a s s i s t a n t s  a n d  s t u d e n t  w o r k e r s  w h o  s u s t a i n  a n  i n j u r y  w h i l e  
p e r f o r m i n g  t h e  d u t i e s  o f  t h e i r  p o s i t i o n  s h o u l d  i m m e d i a t e l y  r e p o r t  t h e  i n c i d e n t  t o  t h e i r  s u p e r v i s o r  
a n d  c o n t a c t  t h e  H u m a n  R e s o u r c e s  O f f i c e  f o r  t h e  p u r p o s e  o f  p r e p a r i n g  a  F i r s t  R e p o r t  o n  I n j u r y  
f o r m .  Q u e s t i o n s  s h o u l d  b e  d i r e c t e d  t o  t h e  H u m a n  R e s o u r c e s  O f f i c e ,  p h o n e  2 3 6 - 2 1 5 7 ,  O w e n s  
2 1 0 .  [ M & C  5 / 1 5 / 9 2 ]  
W O R K L O A D  
A  s t a n d a r d  c o n t r a c t  o b l i g a t e s  t h e  f a c u l t y  m e m b e r  t o  1 6 8  d u t y  d a y s .  N o r m a l l y ,  a  f a c u l t y  m e m b e r  
i s  a s s i g n e d  1 2  u n d e r g r a d u a t e  c r e d i t s  o f  t e a c h i n g  p e r  s e m e s t e r .  A  f a c u l t y  m e m b e r ' s  t e a c h i n g  l o a d  
s h a l l  n o t  e x c e e d  1 4  u n d e r g r a d u a t e  c r e d i t  h o u r s  p e r  s e m e s t e r  n o r  2 4  u n d e r g r a d u a t e  c r e d i t  h o u r s  
p e r  a c a d e m i c  y e a r .  A d j u s t m e n t s  a r e  m a d e  f o r  g r a d u a t e  c o u r s e s ,  s t u d i o  c o u r s e s ,  l a b  c o u r s e s ,  
i n t e r a c t i v e  t e l e v i s i o n  c o u r s e s ,  o f f - c a m p u s  c o u r s e s ,  a s s e s s m e n t  o f  p r i o r  l e a r n i n g  a n d  o v e r l o a d s .  
S p e c i a l  l a n g u a g e  i s  s u p p l i e d  f o r  t h o s e  i n v o l v e d  i n  n o n - t e a c h i n g  a s s i g n m e n t s ,  c o a c h i n g ,  t h e a t r e  
a n d  f o r e n s i c s .  N o r m a l l y ,  t h e  f a c u l t y  m e m b e r  i s  t o  s c h e d u l e  1 0  h o u r s  w e e k l y  f o r  a d v i s i n g  a n d  
o t h e r  c o n t a c t s  w i t h  s t u d e n t s  [ I F O / M n S C U  A g r e e m e n t ,  A r t i c l e  1 0 ] .  S e e  p a g e  1 4 5  o r  A r t i c l e  1 2  
r e g a r d i n g  o v e r l o a d .  

